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GOV E RN ORRFEE OF ELDERLY AFFAIRS
INTERNAL POLICY

CERTIFICATION OF COMPLIANCE:
APPOINTINGAUTHORITY APPROVAL:
ADEQUATE INTERNAL CONTROLS:

l. CERTIFICATION OF COMPLIANCE:
HUMAN RESOURCEDIRECTORWILL CERTIFY THAT THE PERSONNELACTION BEING

TAKEN BY THE GOVENRORGO6S OFFICE OF ELDER
CIVIL SERVICE LAW BY SIGNATURE ON THE OEA PERSONNEL ACTION REQUEST

Il. APPOINTING AUTHORITY APPROVAL:
THE APPOINTINGAUTHORITY OFTHE GOV E RN OR 6COF ELOEREY AFEAIRS IS

DEFINEDBY STATELAW, STATUTEPROVISION.APPOINTINGAUTHORITY APPROVAL
WILL BE DOCUMENTED ON THE OEA PERSONNEL ACTION REQUEST.

1. ADEQUATE INTERNAL CONTROLS:

THE GENERAL ATTORNEY | WILL ENSURE COMPLIANCE WITH ALL RULES AND
LAWS.

Appointing Authority Date
HumanResource®irector Date
GeneralCounsel Date

NOTE: THE ORIGINAL SIGNEDDOCUMENT IS LOCATED IN THEHUMAN RESOURCE<S
OFFICE.
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GREETING

ON BEHALF OF THE ENTIRE OFFICE OF ELDERLY AFFAIRS FAMILY, WE WISI
EXTEND A WARM AND SINCERE WELCOME. WE HOPE THAT YOUR TENURE WIT
OFFICE OF ELDERLY AFFAIRS WILL BE A PLEASANT AND SUCCESSFUL EXPERIE

PURPOSE

TheOffice of Elderly Affairs is theprincipalagencyin stategovernmenthatadministergrogram:
andservicedor theelderly. Thishandbooks informativeandprovidesacomprehensiveverview
of yourrightsanddutiesasanemployee.Thecontentf thishandbooknaybechangedsneede:
andarevisionwill beissuedandanemployeewill signaconfirmationpageacknowledgingeceip
of the change.

ORGANIZATIONAL STRUCTURE

The Executive Director/Appointing Authority sets policy within the Offic&laferly Affairs.
Under theguidanceand supervisionof the Executive Director/Appointing Authority, all
Office of ElderlyAffairs functionsareadministeredndcoordinatedTheoffice is dividedinto
five units:

Administrative

ComplianceandPlanning

Finance and Accounting

HomeandCommunityBasedCare
Elder Protective Services (EPS

e E EE ]

DUTIES AND RESPONSIBILITIES OF GOEA

9 ToadministetheOlderAmericansAct (OAA). (Federalaw requiresGOEAandits service
providers to comply ibdministering federal funds).

1 Tocollectfacts,statisticsandcompilestudiesof employmenthealth financialstatus,
recreation, social adjustment, or other conditions affecting the welfare of the aged.

1 Tobeinformedof thelatestdevelopmenti agingandto interpretfindings.

91 Toprovideanenvironmenencouragingmutualexchangef ideasandinformationon
national, state, and local levels.

9 Toconducthearingsandsubpoenavitnesses.

1 Torecommendmprovementandresource$o theGovernorandtheLegislaturevhichwill
promote the welfare of the aging population.



1 Tocoordinateheserviceof all stateagencieservingtheelderlyrequiringperiodicreportsof
progress.

1 Toexercisahefunctionsof thestateregardinghutrition programdor theelderlyanddisabled
citizens of Louisiana.

9 To perform state functions designed to meet the social and community needs of the a
including,butnotlimited to, suchprogramsas:homemakeservicesemploymengndtraining
services; recreational and transportation service; counseling; information and referral
protectiveservicedor theelderlyanddisabledandanyotherprogramsor servicesassignedo
departments of state government.

91 ToprepareandadministeraStatePlanon Aging, coordinatingall stateactivitiesrelatedto the
Older Americans Act objectives, and serving as advocate for older persons within stat
government.

EQUAL EMPLOYMENT OPPORTUNITY

The Office of Elderly Affais is an Equal Employment Opportunity employkris the policy of th
Office that no person shall be discriminated against on the basis of race, color, religion, ¢
national origin, handicap, or any other amerit factor, in any personnel employment practice.

Employeeswho allege discrimination may file complaintswith the Executive Director, Division
of Administration,Human Resourcegffice or the Equal EmploymentOpportunityCoordinator o
the Department of Civil Service.

An integral part of an Affirmative Action programis the resolutionof discrimination complaints
stemming from employmen practices of state department or agenciesResolutionof
employment discrimination complaints at the lowest levgreferred. The Human Resources Off
will investigate any complaint and advise alternate methods of resolution.



RESUME DIGEST 2021
ACT 393(SB215) Regular Sessior Barrow

Prior law providedrelative to accommodation$or pregnancychildbirth, and relatedmedicalconditions
in certain places of employmerRrior law is applicable only to employers who emplomore than25
employees within this state for each working day in each of 20 or more calendar weeks in the ¢
preceding calendar year.

New law retainsprior law.

Prior law provided thatpregnancy,childbirth, and related medical conditiorsre to be treatedas any
other temporary disability with the employer being relieved of any responsibility to proVieeade
employee disability leave for a period exceeding six weeks following a normal pregnancy, child
related medical condition.

New law retainsprior law. Provides the caveat that pregnanelated medical conditions do not have
meet anydefinition of disabilityto trigger an employer's obligation to provide reasonable accommoc
undernew law

New law provides that a "reasonable period of time" to be given for a pregnancy, childbirth, or
medicalconditionsmeanssix weeksor aperiodof time notto exceedour months Furtherprovidesthat the
employeeshall be entitled to utilize any accruedannualleave during that period.

Prior law provided that it is an unlawful employment practice for any employer to refuse to temy
transfer a pregnant female employee to a less strenuous or hazardous position, per the female
request and with the advice of her physician, if thesfier can be reasonably accommodated.

Newlaw removegrior law.

New lawprovides that the terms definedrew law are to be construed in accordance with federal la
regarding disability, and based on pregnancy, childbirth, and related mmahid#ions.

Newlaw defineshephraseSapplicantor employeewith coveredimitations", "reasonabl¢
accommodation”, "related medical condition", and "undue hardship".

New lawmakes it an unlawful employment practice for an employer to fail oredtusnake reasonat
accommodations for an applicant or employee with covered limitations, unless the emplo
demonstrate that the accommodation would impose an undue hardship on the operation of the bu

New law provides that an employer i®inrequired to make certain provisions for an employee d
pregnancychildbirth,or otherrelatedmedicalconditionif theemployemwould notmakethesameprovisions
for other employees similarly situated.

New law requires employers to provideitten noticeto new and existing employees of their discretio
powerto accommodatéhe medicalneedof anemployeeknownto theemployer arisingfrom pregnancy
childbirth, lactation, postpartum,or relatedmedical conditions.

EffectiveAugustl, 2021.

(AmendsR.S.23:341(B)(1)and342;addsR.S.23:341(D)and341.1)



EXPECTATIONS OF EMPLOYEES

All GOEAemployeesnustadherdo thefollowing nonrexclusivdist of expectationsitall times:

Complywith all GOEA PoliciesandGOEAPersonnePolicies
Report to work on time and reattywork
Seeksupervisorpprovalin advancdor anychangeso the establishedvork schedule

= =4 4 A

Obtainsupervisoapprovabpriortoworkingovertimein compliancevith establishegolicy
of your section

Devotefull efforttowardsperformingjob responsibilitiesluringwork hours.
Continuallyimprove the services provided to all customers

Performassignediuties andesponsibilitiesvith thehighestdegreeof integrity
Conductoneselin aprofessionaimannergreatingotherswith courtesydignity, andrespect
Communicate in a clear and understandable manner to the individuals we serve
Respongromptlyto all inquiries,requestssuggestionsandcomplaints

Provide infemation that is current and accurate

Presenaneatandprofessionalvork appearance

Promptlyandcooperativelysubmit todrugandalcohol testingvhenrequested

= =42 4 4 -4 -4 -4 -5 -5 4

Reportanyarrestconvictionsfor criminal or drugrelatedoffensewhich occurson or off
duty, including Driving While Intoxicated (DWI) arrests and convictions

Immediatelyreportjob-relatedautomobileaccidentgo yoursupervisor.
Support efforts to ensure a safe and heaitbsk environment

1 Reportall threatsassaultsorinappropriatdehaviorsnadeowardemployee®r othersat
the workplace.

1 Reportany formof harassmentgiscrimination,and/orretaliationwhich occursin the
workplace

1 Cooperatavith internalinvestigations(Failureto signnecessargocumentationvill not
prevent ad action from occurring.)

1 Understandhatoffice computersgesksandall otherequipmenprovidedarestateowned.
There should be no exception of privacy in regards to any state property.

1 Discussconfidentialrecordsandinformationwith authorizedoersonnebnly.

1 Do notmove,causdo bemoved recorddrom anofficially designateavorksite,for other
than workrelated purposes, within established policy of your section.



STUDENT EMPLOYMENT POLICY

Thefollowing proceduresipplyto all student workersmployedoy the Governor'©ffice of Elderly
Affairs. It will betheresponsibilityof eachUnit Manager/Supervisasf theagencyto adherdo all
sections of the policy. Questions concerning the policy may be referred to the Human R
Analyst.

Responsibility:
. Director:

A. To allocatestudentaborwithin theagency
B. Toapprovehehiring/firing of studentworkers
C. Toauthorizetheexpansiorof hoursworkedby studentstaff
D. To approve/amend policies regarding student labor

Il. Human ResourceAnalyst.
A. To maintain records of hours worked/work schedules of all student employees of the
B. Toprovideinformationto managementegardingheanticipatechvailability of studentvorkers
C. To arrange all student interviews in conjunction with the Unit Managers/Supervisors

D. Toassureompliancewith all Civil ServiceRules,Fair Labor Standardé#\cts, agencypolicies
and other applicable rules and regulations regarding student workers

E. Themaintenancef all applications an®ersonnefction Requestsiegardingstudentworkers

. Unit Managers/Supervisors:

A. Tointerviewandproposehehiring of eachstudentworkerwithin their Unit, andto initiate
the Personnel Action Request

B. To provide dutyassignmentssupervisionof work performed, adherende agencypolicies,
and maintenance of accurate time and attendance records of all students

C.To notifytheHumanResourcéAnalystimmediatelyof all studenterminationsandtheneed
for new student employment
Iv. Responsibility of the Student:
A. Toadherdoall Agency/Unitrulesandpolicies

B. ToreporteachsemestetotheUnit Manager/Supervisaheirclassscheduleavailabilityto
work, actual work schedule, including any subsequent changes

C. Submitverificationof full time statugotheHumanResourceénalyst
per semester.

V. General StudentPaolicies:

A. All studenthiredmustbebonafide studentsandeligiblefor studenemploymentnderCivil
Service Rules.

B. Studentsnaybegrantedal5minutebreakfor eachfour (4) consecutivéioursworked.

C. A studenmaynotworkin asettingwheretheirsupervisoor ahigherlevelsupervisorypersor
in the direct chain of commandis related by bloodor marriage tathe second degree.

D. Studenfpayshallbebasedn yearsof extendingeducation:

E. Additionally,theDirectormayestablisiseparateulesfor speciakkills (i.e.lawclerks,
computer, etc.).



EMPLOYEE BENEFITS

Employeebenefitsplayanimportantpartin makingthe Office of ElderlyAffairs agoodplaceto
work. A variety of benefits are available to an employee ofQffece of Elderly Affairs.

PAID HOLIDAYS

In additionto speciaholidaysproclaimedoytheGovernorthefollowing arerecognizedas
paid holidays:

NewYear'sDay - JanuaryL

InauguratiorDay (everyfour yearsn thecity of BatonRouge
Mardi Gras

GoodFriday

Juneteentlfthird Fridayprecedingluneteentbay)neh
Independence Day (July 4)

LaborDay

Veteran'Day

GeneraElectionDay (everyotheryear)
ThanksgivingDay

Christmaday

Employeewill normallybeallowedtimeoff andbepaidfor eachof thesenholidays.These
are guaranteed holidays.

o
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Secondlya LA StateStatutgpermitsthe Governotito proclaimno morethantwo additionalholidays
per year.lt states, if the Governarses this authority, haust proclaimDr. Martin LutherKing's
Birthdayasoneof thetwo atleastonceeveryotheryear. The Governoiis alsopermittecto proclain
suchholidaysandhalf-holidays inkeepingwith the efficient administratiorof StateGovernmen
This provision is generallysed for days such as the Friday following Thanksgiving, or for
days such as a Monday before a Tuesday holiday.

WORKING HOURS

It isimperativeto theoperatiorof the AgencythatSupervisorbeawareof theability of employee
to be presenand able to perform their job duties. Excessive tardiness and absenteeism «
unnecessary handicap to those who are responsible for operations of the Agency.
TheOffice of Elderly Affairs employeesvork forty hourseachweekonaflex-time schedut. The

office is openbetweerthehoursof seven a.m(7:00a.m.)andsix p.m.(6:00p.m.),Monday



through Friday. Employees are expected to adhere to an approvestaiobshed (between t
Supervisoandemployeekight(8) hourschedulaluringthe abovestatedimes.Any deviationfrom
thee mp | o y -establishpdchedulenusthaveprior verbalapprovaby the Supervisorexceptin
caseof emergencyleaveis to betakenonlyif anemployedails to work eight(8) hourswithin the
above stated times.

Work outside of the normal working hours stated above including an employee working i
statusnusthavewritten prior approvalfromane mp | o Supesvis@.Thisdoesnotalleviatethe
requiremenbf receivingprior approvako work overtime evenif overtimeoccurswithin theabove
statechours. Overtimewill notbeallowedfor seminarsincludingtravelto suchseminarunlesghe
empl oyee is required to att en dsucbagvertime will hay
prior approval by the Executive Director or approved designee.

Employees are expected to work a full eight (8) hour day, whether they are at or away
office. The daily work time does not include an additional thirty (B@)ute break for luncl
Employees unable to work a full eight (8) hour day must obtain prior approval, if possibl
his/heimmediateSupervisorln caseof adeclarecemergencypermissiorto work atasatellitesite
must be approved by the Appoimgi Authority, or approved designee.

If theemployeas (6) minutesor morelatearrivingto work, aleaveslip mustbecompletedor that
time in increments as follows

0-5 min
6-11min
12-17min
18-23min
24-29 min
30-35

SIENIR NSNS

When the employee is unable to arrive at work at the scheduled time, thdas@iger must k
notifiedthatdaybetweernthehoursof sevenA.M. (7:00A.M.) andeight thirty A.M. (8:30A.M.).
If anunscheduletkaveperiodextend$eyondoneday,theUnit Managemustbecontactecabou
the anticipated date of return to woiRepeated tardiness may result in disciplinary action.

If an employeds unable to return from lunadr break duringheallotted time the Unit Manage!
should be contacted as soon as possible.

The Unit Manageris availableto discusswork hours, sigrtin proceduresor any other topic
concerning personnel policies.



Four-Day Work Week (Indefinitely Suspended

Implementation of a foudaywork weekwill becomeeffectiveSeptembeR9,2003, pendinghat the
office can operate as outlined below. Participation is dpeamployees that can meet the crit
and maintain service expectations.

Thischangewill allow stafftheoptionto work a10-hourworkdaybetweer6:00a.m.and7:00p.m.
For staff of 8hour workdays, the current policy for workdays between 7:00 a.m. and 6:C
remains the same.

Thefollowing guidelinesapply:

Managersnaytakeadvantagef thefour-daywork weekaslong astheyprovidefor coveragen
theoffice. It is notmandatedhata Supervisobeon dutytheentiretime thatanoffice is open
However, there must be someone in charge of the office just as if all Unit Manag
Supervisors were out at training or just as coverage is provided for their unit. Manage
designatavhothiswill be.ltistheMa n a grespodsgilityto assumelericalcoverageluring
work hoursasneeded.Thereceptionist dutieandtelephonesnustbecoveredystaffmembers

Staff participation in the foudaywork week mayhave the option of choosing adgyof the
week as their day off. For uniformity, seniority will be used in determining who will re
preference in selecting the dayf.olf a mandated meeting or conference is held or
e mp | o scledufedlayoff, the employeeshall begrantedcompensatoryime for the hours
wor ked. Managers wil/ be given flexibi
through Friday) wheh he empl oyeeds nor mal day of f
office work hoursfor employeesvorking a 10-hourworkdaybetweer6:00a.m.and7:00p.m.
Staff cannotalternatadaysworkedeachweek(for example:ii bo#f Mondayoneweekandoff
Wednesdapf thenextweek).EffectiveSeptembeR9, 2003, therewill beathirty (30)daytrial
implementation period. If an employee opts to work thdéndlr schedule and decides he,
wants to change, the change must be madadigber 24, 2003. If thehange is not made
this date, the change cannot occur until the last payroll period in December. Staff ¢
change work hours quarterly, at the end of a payroll period, unless there is cor
justificationsuchasillness, change family circumstances, anchangen work productivity.
Staff wanting to work adjusted work hours must complete and sigdRiM-1020 Plannint
Working Time Change Notification Forrihis form must be approved by the approp
designation and returned to the Humansdeces Office. It is critical that the pro
information be provided to the Human Resources Office to assure that changes are r
manneithatdoesnotresultin overtimefor anyonepayperiodnor ashortagef hoursin anothe
pay period.




NOTE: Intheeventthatseveralemployeesvithin thesameunit requesthe samelayoff, the
Unit Manager/Supervisdrastheauthorityto grantanalternativedayoff in orderto
ensure that the unit is sufficientiyanned.

LOUISIANA EMPLOYEES ONLINE (LEO)

LEOis partof theLaGovHCM systenthatenableemployeeso view, print,andmakechange:
to a variety of information over the internet.

LEO is used foall requests, approvals, and cancellationapglicable leaveTherequiremer
for onlineleaveprocessingncludesall currentieaveavailableon LEO andall futureadditionsof
leaveto LEO> All leave(annualsick,compensatoryeavewithoutpay,etc.)mustbeapproves
in advance (unless thereas emergency situation).

Additionalinformationpertainingo LEO maybeaccessedt: https://leo.doa.louisiana.gov

If anemployeeallsin to requesteave immediatelyuponreturningto work theemployeanust
enter their leave into LECrailure to enter leave timely into LEO requires the Employee
Administration Unit to prepare a prior period adjustments and enter leave.

LEAVE ADMINISTRATION

Severatypesof leaveareavailableto employeesWith theexceptiorof restrictec
appointments, students, and some WAE appointments, atirfidlor regularly
scheduled paitime employees earn leave.

A. Leave Earning Rates
Leaveearningatesvarywith thetotalamountof stateservicecreditanenployeehas,
as reflected byhe Adjusted Leave Service DafEhe leave earning rates for anni
and sick leave are as follows:

StateService Hours Earned Hours Earned
PerHours Worked Bi-Weekly
0- 3years .0461 3.6880
3- Syears .0576 4.6080
5-10years .0692 5.5360
10- 15years .0807 6.4560
15years- over .0923 7.3840

Annualandsickleavearenotearnedor hoursworkedoutsideof assigneavork
schedules (i.e., overtime, travel,-oall) orwhile on leave without payAny

10
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accruedunusedannualndsickleaveearneds carriedforwardto succeedint
calendar years.

Remainingannuakindsickleavebalancesrecertifiedto theRetiremenSysten
upon your retirementThe balance is used to calculate additional benefits
Accruedleavecannotbe usedto qualify for retirement.

It isthe responsibility of eachemployeeto review his/herleavebalancesand
to only requestleavewhen a sufficient balanceis availablefor the type of leave
requested

B. Annual Leave

Annual leave is provided for vacations or personal busirtesgloyees shall
requestannual leavein advance Vacationleavemustberequesteéminimumof
two weeks prior to the leavé request for annual leave may be denied at a
supervisoro6s discretion, based on
related reasondA previously approved regst may also be rescinded should
business circumstances changenployees who are absent without-ppgproved
leave maybeplacedonleavewithoutpay(LWOP). Annualleaveis notchargedor
nonwork days (weekends and holidays).

Annualleavemaynotbeusedn lieu of sickleaveunlessheemployeds on FMLA
and has exhausted their sick leave.

Upon separation from state service, employees are paid the value of any acc
annual leave up to a maximum of 300 hours at the current hourly rate df gagy.
employeds ondetail,thehourlyrateof payis baseduponthee mp | o pagoa lis:
homepositionandnotthefi d e tpeasitidn.dFractionsof anhourwill bedisregarded
Any annualleaveabove 30thourswill bere-creditedto thoseemployeeghatreturn
to state service within five (5) years of separation, provided the separation wz
due to a dismissal or resignation to avoid dismissal.

Whenanemployeavho hasbeenpaidfor accumulateénnualeaveis re-employed.
hemustpaythehiring agencyanamountequalto thenumberof workdayspaidupon
separation minus the value of any workdays intervening between the date of
separation and the date of rehihe.turn, those hours will be feredited to the
employee.For example, if a 40dur/week employee is paid 300 hours upon
separation, then is rehired in a different ageaftgronly 3 weeks awafrom work
(120hours),hewould berequiredto repaythenewagencyl80hoursof leaveatthe
rate he was initially paid for the annud@ave. Exceptions occur when the-re
employed person is hired into a Rl@ave earning position (or if a classified
employee and returning for the first time following retirement or hired into a ji
appointment).
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C.SickLeave

Sick leave is leave with pay granted to an employee who is suffering with a disab
which preventsim from performinghis usualdutiesandresponsibilitierwho requires
medical,dental, or optical consultation or treatmelfitan employee exhausts all sick
leave,.e.lessthaneight(8) hours he/shanayberemovedrom stateemploymenbythe
appointingauthorityif he/shedoesnothavearight to leaveunderthe FamilyandMedical
Leave Act.

Sick leave balances are not payable upon separation from state s&hvitek leave
will bere-creditedto thoseemployeeshatreturnto stateservicewithin five (5) yearsof
separation, provided the separation was not duelisngissal or resignation to avoid
dismissal.In that case, all balances will be cancelled.

I f an employee is out three (3) or m
releaseto return to work statementmustbesubmitted to the supervisorthe day the
employee returns to the workplaceE mp |l oyees who do not
statement will be sent home in LWOP.

D.Sick Leavei Immediate Family

In lieu of requestingannualleave, aremployeenvho hasaccruedand has40 hoursor
more of sick leave avlable' may request sick leave using code LBIF(SICK LV
IMMEDIATE FAMILY) for necessargbsencérom dutyfor thefollowing reason&

£ llinessor injury of animmediatefamily membemwhich necessitatethe
absence.

£ Medical, dental, or opticalonsultation or treatment for immediate fam
memberavhenit is not possibleto arrangesuchappointmentgor non-duty
hours.

Example:Employeewith 200hoursof sickleaveaccruedandavailablemayrequesup
to 160 hours of sick leave to cdog an immediate family member.

Whenpossibleforty (40) hoursof sick leaveshouldremainavailablefor theemployedo
utilize for:

£ His/Herownillnessorinjury, which preventgheemployedrom
performing his usual duties;

£ His/Her own medicallental or optical consultation or treatment for th
durationof time requiredfor suchappointmentsvhenit is notpossibleo
arrange such appointments for rauty hours.

£ Assertion, supported by medical certification, of his/her own need to
isolatedfrom theworkplaceto avoidahealthrisk exposureduringa health
pandemideclaredythe Governombecausef his/herdiagnosedigh-risk

I An employee wit80 hoursof sick leaveaccruedandavailablecannotrequestheuseof sickleaveto carefor animmediatefamily
member.

2 Note:Final approvalof theleaverequestevenif underextenuatingircumstancess atthediscretionof the designated Appointing
Authority.
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immunologicaldisorder

E. Compensatory Leave

Employeesexemptfrom Fair Labor StandardAct (FLSA) hourlypayrequirementsmay
earn compensatotgave, commonlyeferred to as Kime, in lieu of overtime pay. Use
of -thiKme o must be applied for anditwiltbk e
charged in the LaGov HCM system before annual leave or leave without/pax.
separatiorirom stateserviceor transfeffrom the GOEA, anyunusedcompensatorieave
that is not accepted by the receiving agency will be canceled.

NOTE: Only Overtime in Excessof (3) hours per weekmust usethe Form HR 1001 ALL
overtime must have prior approval from the supervisor.

F. Overtime For Meetings,ConferencesAnd Seminars(ln And Out-Of-State).

Overtimeshall only begrantedif meetingsconferencesseminarsetc.,arerelevantto themissionof
GOEA and will benefit the Agency. Also, such meetings must be required by the Age
employee must obtaprior approval If such meetings end after 12:00 noon and required t
timewouldplaceemploye@ntheroad after normalworkinghours,employeesare allowedto travel
thenextday. However for all uniquetravel situations(delays,cancellationsgtc.)that do notfall
within thewrittenguidelinesofthe A g e n avgrtimepolicy andcouldpossiblyresultin overtime
employeesmustnotify their Supervisoimmediately Failure to do sowill resultin overtimebeing
denied.

NOTE: This policy is not effective for personscoveredby the Fair Labor Standards Act
(FSLA), i.e. nonexemptpersonnel.
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G.LeaveWithout Pay(LWOP)

An employeerequestingleave without pay (LWOP) can only be approvedby the
Director/Appointing Authority.

H. Civil And SpeciallL eave
An employeeshall begiven timeoff without loss ofpay, usingannual leaver sick leave

when:

A Performingury duty.

A Summoned to appear as a witness before a court, grand jury, or other public bc
Commissionprovidedthatfor purpose®f this subsectioraplaintiff or defendantshall
notbeconsidered witness nor shallthis subsectiorapplyto anemployeesummonec
as a witness as a result of employment other than state employment.

A Performingemergencyivilian dutyin relationto nationaldefense.

A TheExecutiveDirector/ Appointing Authority determineghatanAct of Godprevents
the performance of the duties of the employee.

Participatingn astatecivil serviceexaminationgrtakingarequiredexamination
pertinent to the employee's employment
TheExecutiveDirector/AppointingAuthority determineshatit is impracticalfor the
employee to work in the locality due to local conditions or celebrations.

A Theemployeds amembemf a Civil Air Patrol and is ordereid performduty, not

A exceedindifteen (15)workingdaysin anyone(1) calendayear,andthistime shall not
be used for unit meetings or training conducted during such meetings.

A Engaged inthe representatiorof a clientin a criminal proceeding pursuartb an
order of a court of competentjurisdiction. However, if compensationfor such
servicesis available fromanother source andccepted byhe employeehe maynot

_accept the special leave and the compensation from the state for that time peric
A The employee is a member of the Nationah@l /Reserve and is ordered to active
dutyincidentdueto alocal emergencyAct of God,civil or criminalinsurrectionor
similaroccurrencesf anextraordinaryandemergencyaturewhichthreateror affect
the peace or property of the people of $tate of Louisiana or the United States..

|. Euneral Leave
The Office of ElderlyAffairs maygrant an employee time off without loss of pay, an
leaveor sickleave whenattendinghefuneralor burialritesof aparent,stepparentchild,
stepchild, brother, stejorother, sister, stepister, spouse, mothar-law, fatherin-law,
grandparentor grandchild, providedsuchtime off shallnotexceedwo (2) daysonanyone
occasion.
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FEAMILY MEDICAL LEAVE ACT (FMLA)

1. BASIC PROVISIONS.
A. In accordancavith theFamilyandMedical LeaveAct of 1993(FMLA), eligible
employeesnaybe entitledup to 12 weeksor up to four hundredeight(480) hourspf
fij-pb ot eusphidedweduringanytwelve(12) monthperiodunderthefollowing
circumstances:

Forthebirth of achild and/orto carefor anewbornchild of theemployee

To carefor thenewlyadoptedchild or newlyplacedosterchild
To carefor aspousechild, or parentwith aserioushealthcondition

).

, If aserioushealthconditionrendergheemployeainableto performthefunctions
of his/her job.

, AAny qualifying exigencyo arising

son,daughteor parentof theemployeas on activemilitary dutyor hasbeen
notified of an impending call or order to active militaiytyin support of a
contingency operation

Military Caregiver_Leave:TheFMLA alsoprovidesaneligible employeevhois
the spouse, somlaughter, parent, or next of kin of a covered military servic
membemhois recoveringrom aseriouslinessor injury sustainedn theline of
duty while on active duty up to 26 workweeks of leave in a singledth
periodto carefor theservicememberlt alsoprovidesthespouseson,daughter
parent, or next of kin of veterans who are undergoing medical treatment,
recuperation otherapyfor serious injuryor illness that occurred anytime duri
the five years preceding the date of treatmenio26 workweeks of leave in ¢
singlel2-monthperiodto carefor theveteranThisleaveis only availableduring
a single 12month period, during which an eligible employee is entitled to a
combined total of 26 workweeks for all types of FMLA leabering any other
12-monthperiod,aneligible employeds entitled to receivap to 12 workweek
for nonmilitary caregiver FMLA leave.

B. In generalFamily Medicalleaverequestshould besubmittedin writing andapprovet
by the Appointng Authority. In cases where the need thefamily leave is knowrby
theemployer, however, th&ppointing Authority/HR Director is obligated to platke
employee on family leave regardless of whether the employee actually requests
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2. DEFINITIONS.

A.

An eligibleemployeas definedasanemployeevho hasbeenemployedor atotal
of at least 12 months by the employer (State of Louisiana) and has actuall
workedatleastl,250hours(excludingleaveandholidays)on thedatewhich any
FMLA is to commence.Thesehourswill bedeterminedymeasurindackwards
from thedatetheemployeaequests=MLA to 12 monthsprior to determingf the
employee has worked 1,250 hours (example: request made OctoBed a5,
would be counted from October 14, 2009 for determination).
Healthcareprovideris definedasfollows:

A doctorof medicineor osteopathyhois authorizedo practicemedicineor
surgery by the State in which the doctor practices.

Podiatristsdentists clinical psychologistsglinical socialworkers,optometrists
andchiropractorglimited to treatmentonsistingof manualmanipulationof the
spineto correcta subluxationasdemonstratetly x-ray) authorizedo practicein
the State.

Nursepractitionerandnursemidwiveswhoareauthorizedo practiceunder
State law.

ChristianSciencepractitionerdistedwith TheFirst Churchof Christ, Scientist
(The Mother Church), in Boston, Massachusetts.

Seriougshealthconditionis definedasanillness,injury, impairmentor physical
or mental condition that involves the following:

, Any period of incapacityr treatment in connection with or consequer
inpatient care in a hospital, hospiceresidential medical care facility.

. Any period of incapacity requiring absence from work of more than t
consecutive, full calendar days and that also involves:

1 Treatmentwo or moretimesby ahealthcareprovider,by anurseor
p hys i @adsistantdusnder direct supervision of a health
provider, or by a provider of health care services (e.g., ph
therapist under orders of, or on referral by, a health care pro
The two visits must occur within 30 days of the beginning o
periodof incapacityandthefirst visit to thehealthcareprovidermust
takeplacewithin severdaysof thefirst dayof incapacity. Treatmen
includes examinations to determine if a serious health con
existsandevaluation®f the condition,but doesnotinclude routint
physical, eye or dental examinations; or

1 Treatment by a health care provider on at least one occasion
resultsin aregimenof continuingtreatmentunderthesupervisiorof
ahealthcareprovider. Thefirst visit to thehealthcareprovidermusi
takeplacewithin severdaysof thefirst dayof incapacity A regimer
of continuing treatment includes, for example, a cours
prescription medicatiorfe.g. anantibiotic) or therapyrequiring
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A.

specialequipment to resolve or alleviate the health condition
oxygen).A regimenof treatmentoesnotincludethetakingof over
the-countermedications, bedest, drinkingfluids, exerciseor othel
similar activitiesthatcan benitiated without a visit to a healthcare
provider.
0 Continuingtreatmenby a healthcareproviderfor achronicor long-term
healthconditionthatis incurableor soserioughatif nottreatedvouldlikely result
in a period of incapacity of more than 3 calendar deykfor prenatal cared
chronic condition is one which:
i Requiregperiodic(atleasttwo per year) visit$or treatment bya healthcare
provider,orbyan ur s e o r agsistgnsuinder diaeot Supervisioia
health care provider;

i Continuesoveranextendederiodof time (includingrecurringepisodeof
a single underlying condition); and
i May causeepisodicratherthana continuingperiodof incapacity(e.g.,

asthma, diabetes, epilepsy, et@)period of incapacity for a chronic
conditionqualifiesfor FMLA leaveevenif it lastslessthanthreedays.

Voluntaryor cosmetidreatmentgsuchasmosttreatmenfor orthodontisor
acne)whicharenotmedicallynecessargrenot"serioushealthconditions,"
unlesdnpatienthospitalcareis required Restorativelentalsurgeryafteran
accident or removal of cancerous growths are serious health conditic
provided all the other conditions are met (Bullets 1, 2, and 3). Treatn
for allergies, stress or substance abuse are sdwalih conditions, if all
conditionsaremet(1, 2, and3). Prenataktareis includedasa serioushealth
condition. Routine preventive physical examinations are excluded.

Parents definedasthebiological parentor anindividual who stand=or stood"in loco
parentis'whentheemployeevasachild. Thistermdoesnotincludeparents'in-law."
"In loco parentis” is defined as those individuals with-ttagay responsibilitiego
carefor andto financiallysupportachild or, in thecaseof anemployeewho hadsuch
responsibilityfor theemployeavhentheemployee was ehild. A biological orlegal
relationship is not necessary.
Son ordaughteiis defined as &iological, adopted, diosterchild, astepchild, orlegal
ward,or a child of apersonstanding'in loco parentis,'whois underl8 yearsof ageor
18 years of age or older and incapable ofcait because of a

mentalor physicaldisability.
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Physicalor mental disabilitys definedasaphysicalor mentalimpairment the
substantiallyimits oneor moreof themajorlife activitiesof anindividual (i.e.,
walking, breathing, speaking, hearing, seeing, learning, working, etc.).

DEFINITIONSWITH RESPECTTO FAMILY LEAVE RELATED TOMILITARY
SERVICE

Active Duty: Dutyunderacall or orderto activedutyof member®f the uniformed
services during a war or during a national emergelecjared byhe President or
Congress.

ContingencyOperation:A military operatiordesignatedhythe Secretarpf Defenseas
an operation in which members of the armed forces are oty@eayme involved in
military actions, operations, or hostilities against an enemthefUnited States or
against an opposing military force.

CoveredServicemember:A membeiof the ArmedForcesjncludingamemberof the
National Guard or Reserves, who is undergoing medical treatmssniperation, or
therapy, is otherwise in outpatient status, or is otherwise onettmgporary disability
retired list, for a serioumjury or illness.

Nextof kin: Thenearest bloodelativeof anindividual.

OutpatientStatus: Statusof amembeiof the ArmedForcesassignedo:
1 amilitary medicaltreatmenfacility asanoutpatient;or

1 aunitestablishedor thepurposeof providingcommandandcontrolof
members of the Armed Forces receiving medical care as outpat

Qualifying Exigencyncludes
1 shortnoticedeployment
military eventsandrelatedactivities
childcare and school activities

1
)l
1 financial and legal arrangements
1 counseling

1

restandrecuperation
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1 postdeploymengactivities

1 additionalactivitiesnotencompasseith the othercategoriesbutagreedo

by the employer andmployee

Serioudnjury or lliness: Aninjury or ilinessincurredby the memberin line of dutyon
activedutyin theArmed Forceshatmayrenderthemembemedically unfit to perform
duties of the memberos office,

t he

3. REQUESTFOR FAMILY LEAVE

A.

EMPLOYEE RESPONSIBILITY

An employeemustprovidethe AppointingAuthority atleast30 daysadvanci
notice before the FMLA is to begin when the need for the lea
foreseeable, based on an expected bptdcement for adoption or fos
care, or planned medical treatment for a serious health condition
employeeor afamily member.In thecaseof FMLA leavefor animpending
call or orderto activedutyofthee mp | o gpeusedos,daughtenr paren
in supportof a contingencyperationnoticemustbe givenasis reasonabl
and practicable. If 30 days notice is not possible, notice must be gi
soon as practical (i.e. verbal notification within one or two business
from the date the need fdeave becomes known). In the case o
emergency, noticemaybegivenbythee mp | oy e e @arsadust faril
member or other responsible party.

The HR Staff must require the submittal of a certification form.
employee must submit the applicabletiéeation form within 15 calends
daysfrom receiptof arequestlf anemployedails to producethecertificate
the | eave wil/ not be designat
notprotectecdby FMLA. As acommonsensgractice howeverandin order
to afford the FMLA -eligible employeewith FMLA protectionthe HR Staff
shalldesignateheleaveasFMLA whenhe/shehaspersonaknowledgehat
thee mp | o gbsenacésslueto anFMLA -qualifyingcondition,evenif the
certification is not providedEmergencies and unforeseeable event:
examples of reasons why the HR Staff may place an employee on
without a certification. The HR Staff will notify the employee of his
eligibility, rights,andresponsibilitiesalongwith theFMLA designatiorvia
the EMLA Notice of Eligibility and Rights &Responsibilitiesand the
FMLA Designation

An employeemustprovide whenrequestedperiodicupdateonthestatusof
his/her FMLA absence and/or intent to return to work, to inc
recertificaton orfitness fordutystatementsom his/herhealthcareprovider.
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, An employee who requests FMLA
e X i g eesuttipgibom thefactthatthee mp | o speusegos,daughteor
parentis on activedutyor calledto activeduty shallberequiredto complete
and submit theCertification of Qualifying Exigency for Military Fami
Leave As specified on the form, documentation confirming the coy
mi | i t ar yactmedotp ader§ must also be submitted.

An employee who requests FMLA leave to care for a covered service
member with a serious injury or illness shall be required to submit the
Certification for Serious Injurgf lliness of Covered Service member fc
Military Family Leave ascompletedy anauthorizechealthcareprovider
or by a copy of an Invitational Travel Order (ITO) or Invitatiofiahvel
Authorization (ITA) issued to any member of the covered service
member 6s family.

, In cases wherthe employeés using familyleave on an intermittent bas
eitherfor his/herown serioushealthconditionor to carefor afamily member
the employee should when practicable, provide advance notice to
Supervisor each time family leave is utilized.

. Whentheemployeas usingintermittentfamily leavefor his/herown serious
health conditiorwhichis of achronicnature(i.e., asthmagiabetesmigraine
headaches), it is incumbent on the employee to advise his/her Sug
which absencesarerelatedto the chronicconditionsothatthe leavecanbe
codedappropriately.

B. SUPERVISOR RESPONSIBILITY

C.

,  Whenanemployeeequest$MLA leaveor whentheSupervisoacquires
knowl edge that an empl oyqdfisg |
reason, the Supervisor must notify the Human Resources Departmi
Staff.

HUMAN RESOURCE DEPARTMENT RESPONISBILITY
OncetheHR staffacquireknowledgegshatane mp | o lgaweméybefor
anFMLA qualifyingreasontheHR staffwill notify theemployeeof his/her
eligibility to takeFMLA leaveandhis/herrightsandresponsibilitiesvithin
five business days, absent extenuating circumstances throulghlLize
Notice of Eligibility andRights & Responsibilities
(Note: If a Supervisor/HR Staff suspects an absence may be FMLA
gualifying,he/shas obligatedto inquirefurtheranddetermingeasongor the
absenceThe employee need not mention or actually request FMLA
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. TheHR staffshallindicateonthe FMLA Noticeof Eligibility andRights&
Responsibilitiesorm 1thattheemployee'sequestor FMLA leavemustbe
supported by the applicable certificationformt i s t he e mp
responsibility to provide a complete and sufficient certificatibne
employeehasl5 calendadaysfrom receiptof thedateof requesto provide
the HR staff with the certification fornThe HR staff may requirghe
original signature of the health care provider on the applicable form.

, If an employee fails to provide the requested certification within the alloti
time, the HR staff may delay FMLA leave until the employee submits the
certification form.If an employee never pduces a requested certification,
the leave isiotF ML A | eave and t henowratecdedlye
the FMLA. As a commorsense practice, however, and in order to HR ste
affordthe FMLA -eligible employeavith FMLA protectiontheHR staffshall
designate the leave as FMLA when the Supervisor/ HR staff has person
knowl edge that the empl oyquwldying ab
conditionevenif thecertificationis notprovided. TheHR Directorwill notify
the employee of the FMLA designation via fildLA Designation Notice

,  TheHR staff mayrequessubsequente-certificationof medical conditions fc
pregnancy, chronic, or permanent/leil@gm conditions under continui
supervision of a health capgovider no more often than every 30 days. If
minimumdurationspecifiedon theapplicablehealthcareprovidercertificatior
formis morethan30days,howevertheHR staffmaynotrequeste-certificatior
until that minimum duration has passedless the employee requests
extension ofeave,circumstancedescribecn the previous certificationfiave
changedignificantly,or theHR staffreceivesnformationthatcastsdoubtupor
the continuing validity of the certification. If there is ruesified end date fi
the duration of the medical cond
blank),medicalrecertificationmayberequiredno moreoftenthanevery30days
In any case, however, recertification of an ongoing condition may léred
every six months in conjunction with an absence. No recertification m
requested for military caregiver or qualifying exigency FMLA.

4. USAGEOF FAMILY LEAVE.

,  With the first usage of FMLA, the HR ISIS timekeeper must enter the date «
usage and establish the quota of 480 hours. With each subsequent usage
ISIStimekeepemustmaketwo entries: oneto drawdownfromtheFMLA fi b u ¢
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of 480,throughthe FamilyMedicalLV Roll Yearentry,andaseconcentryto draw
down from the actual type of leave used, FMLA Self (LBFM), FMLA Fa
(LAFM) , Wor ker s Comp FMLA ( LDFNPpy
(LWFM). When any of these FMLA absence codes are entered, the systt
automaticallydeduct from the appropriate leave balance. If the employee dc
have480hoursof paidleavebalancesthesystem willnot automaticallyroll to leave
without pay and the HR ISIS timekeeper must enter leave without pay un
employee has used the 480 hours quota that must be granted. After usag
hoursfor FMLA purposesnoadditionalleavewill becodedio aFMLA code,andit
Is atthe AppointingA u t h o discretignas® whetheradditionalleavewithout pay
will beapproved.Theemployeemustdesignaten the Applicationfor Leaveform
and time sheets the type of leave that will be used for family leave purpc
choosingoneof the family leavecodes orthe Application for Leavdform: FMLA
Sel f, FMLA Family, Wor ker ds Comp
without Pay.

In cases involving the employee's own serious health condition or temporar
disabilities, the employee will be requiredremuest FMLA Self When the
FMLA Selfcode(LBFM) is enteredthelSIS-HR payrollsystentirst drawsdown
from theaccruedsick leavebalancethenfrom time andonehalf K-time, straight
K-time, and then from annuaHowever, an Appointinguthority mayallow an
employee to use &ime prior to using accrued sick leaw&hen accrued paid
leave balances are insufficient to meet the FMLA entitlement, FMLA Unpaic
Leave without Pay (LWFM) will be granted.

In maternitycasestheemployeewill beallowedupto 12 weeksof family leavefor
childbirthandchildcare;if complicationsoccur,theemployeewill beallowedto take
16 weeks ofeave, in accordanceith LA State Law. FMLA Self (LBFM) will b
granted until the employee is released by her physician, whicta norma
pregnancys 6 weeksfrom thedateof delivery. Afterthep h y s i releaseRMLA
Family (LAFM) will be granted to provide the 4#eek family leave entitlemer
FMLA UnpaidLeavewithoutPay(LWFM) will only begrantedvhenaccruedaid
leave balances are insufficient to meet the FMLA entitlement.

Family leave will be granted to an eligible employee to care of a spouse, ¢
parentwith aserioushealthcondition.Theemployeewill berequiredto takeFMLA
Family. When the FMLA Family code (LAFM) is entered, the ISIR payroll
systenfirst drawsdownfrom anyaccruedime andonehalf K-time, straightK -time
hours,andthenfrom theannualeavebalance Whenaccruedgoaidleavebalancesre
insufficient to meet the FMLA entitlement, FMLA Unpaid Leave without
(LWFM) will be granted.FMLA sick leave cannot be used for Family leave.
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If anemployeeausessick leaveundercircumstancesvhich do not qualify asFMLA
leave, the leave will not count against the 12 weeks of family leave whi
employee is entitled. For example, sick leave used for routine medical
appointmentandnonseriouslinessessuchascolds,commonheadachestc.,does
not count against the 12 weeks of FMLA entitlement.

The 12month eligibility period for FMLA will be measured from the date
employee'sirst usageof family leavebegins.Familyleavedoesnot necessariljnave
to betakenall atonce. Leavemaybetakenonanintermittentbasis(i.e., 1 weekper
month or on a reduced schedule basis (i.e., 4 or 5 hours per day). In the ¢
request for intermittent leave or leave on a reduced schedule which is me
necessary, the employee will submit ertification of Physician or Practition
advisingthe Supervisoof thereasonsvhy theintermittent/reducedeaveschedul
is necessaryandthescheduldor treatmentWhenplanningmedical treatmentthe
employeenill consulttheir Supervisoendmakeareasonableeffotb scheduldeave
so as not to unduly disrupt the operations of the department.

5. OTHER PROVISIONS.

A.

Thereis alimitation for spousesvhowork for the sameemployer. (The Stateof
Louisianais consideredneemployer.)A husbandandwife whoareeligible for
FMLA are permitted to tak@nly a combined total of 12 weeks of leave du
any 12month period if the leave is taken as follows:

Forthebirth of achild or to carefor the child afterbirth.

Fortheplacemenbf achild for adoption fostercareor to carefor thechild after
placement.

To care for a parent with a serious health condition. When an employee r
FMLA for any of the above reasons, he/she will include a statemente
Certificationof Physiciaror Practitionerto reflectthatthisrequests notin conflict
with the limitation for spouses who work for the same employer.

Eligible employees with serious health conditions will not be terminated und
Civil ServiceRule12.6(a)exhaustiorof sickleave)unlesshe/shéehasfirst been
granted 12 weeks of family leave (paid and/or unpaid) during the past year.
(Refer to paragraph 4 for definition of year.)

TheU. S.Departmentf Laborrequireghatemployeesreprovidedwith specific
informationwhenplacedon FMLA leave. TheNoticeof Eligibility andRights&
Responsibilitiesndthe DesignatiorNoticearethereforeto be usedwhenplacing
an employee on familigave or upon receipt of an employee's request for fat
leave.
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6. RECORD KEEPING.

A.

FMLA requireghatemployeranake keep,andpreserveecordspertaining
totheirobligationsundertheFMLA Act. Recordsspecifiedbytheseregulations
must be kept no less than 3 years and be available for inspection, copyit
transcription by representatives of the Department of Labor upon reques
Medicalcertification,recertification,or medicalhistoriesof employee®r
employeedamily membersreconfidentialandmustbemaintainedythe
appropriate Section/District in a confidential file kept separate from the
employee's personnel file.

Recorddo bekeptincludethefollowing:

If FMLA leaveis takenin increment®f lessthanl full day,thenumberof hours
of leave taken if not a full day.

Basicpayroll andidentifying data,includingname, addresgndclassification;
rate or basis of pay; daignd weeklyhours worked per pgyeriod; and total
compensation paid.

DatesFMLA leaveis takenby employee.

Copiesof theemployee'@\pplicationfor Leaveformswhichreflectfamily leave
taken.

Copies ofNotice of Eligibility and Rights& Responsibilities and theDesignatior
NoticeForm 3 advisingemployedahathe/sheéhasbeernplacedon FMLA leave.

Any documentslescribingemployemoliciesandpracticesegardinghetakingof
paid and unpaid family leave.

Recordof anydisputebetweertheemployerandemployeeegardingdesignation
of leave as FMLA leave.

7. FMLA VIOLATIONS.

If anemployeebelieveshathis/herrightshavebeenviolatedunderthe FMLA, he/she
may file a complaint without fear of harassment or retaliation with the Appointir
AuthorityandtheWageandHourDivision, EmployeeStandardé\dministration,U. S.
Department of Labor.
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8. FURTHER INFORMATION.

Any questionsregarding this policy should be directed to the Human Resources
Department.

MILITARY LEAVE
Probationaryand permanent employees who are membkeaRReserveComponent of th
ArmedForcesf theUnited Stateshallbeentitledto military leavewith paywhenplacedon
"military active duty for training”. Maximum military leave with pay fonilitary active
duty for training" is fifteen working days per calendar year.

Leavewithout payfor military purposesvill begrantedor aperiodof onehundredeighty
(180) consecutivdays.

SPECIAL LEAVE

AdverseWeather Policy
In orderto provideanequitableanethodof handlingabsencewhenemployeesreunableto
get to work because bfazardousveather conditions, on the event that adverse weal
conditions develop durintpe work day, employees will be permitted to adplySpecia
Leave.

SpecialLeaveshallbegrantedn theeventof Tropical Storms Hurricanes, Tornadoek;e
SlickenedHighways/Roads/Streetstc.,andtheemployeas eitherunableto getto work or
weather conditions are worsening that may result in the emphmsiag unable to retu
home. The AppointingAuthority shalldeclare/granSpecialLeavedueto adverseveathe
conditions.

UpontheAppointingAuthority declaringhatSpecialLeaveshallbegranteddueto advers:
weather conditions, the employeeresponsible for submitting a leave slip to his
Supervisor indicating Special Leav&ct of God."

NOTE: Each occasion (adverse weather condition) must be named in tf

statemenftrom the AppointingAuthority (i.e. TropicalStormAllison, Hurricane
Allison, Hurricane Andrew, etc.).

EFFECTIVE:June2001
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TERMINAL LEAVE
Uponseparatiorirom stateservice theemployeewill bepaidthevalueof anyunusedannua
leaveupto theallowablemaximumof threehundred300)hours.If theemployeeeturnsto
work before a time equivalent to the number of paid hours elapsed, the employee
required to repay the difference. All sick leaves and any annual leave in excess
hundred (300) hours will be recorded anehcereditedf the employee returns to st
service within five years.

MEDICAL AND LIFE INSURANCE

The State of Louisiana offers health and life insurance for most state employees wh
regular tour of duty. The employee must be employed at leasttthot{82) of the forty(40)
hourwork weekandmust beappointedo apositionthatis to lastmorethanonehundredwenty
(120) days. Health insurance coverage is offered through thinsetedSt at e En
Group Benefits Program

NOTE: Health Maintenance Organizations may change during the annual Open Enrt
Period.

Life insuranceoverages offeredthroughtheStateE mp | o GreupBebefitsProgram.The

insurance is available at special group rates with automatic payroll dedudtion State «

Louisiana will pay fifty percent (50%) of the premium.

ContactheHumanResource®ffice for detailsonthevariousplans ratesandproviders.

PORTABILITY
On June 16, 1993, the Wesson Bill was signed intolea.i s b i | | Rorsakiliey
affects the way State Employees= Group Benefits Program deals withexigieg
condition (PEC.)
The law reads: If coverage under another group plan terminated within sixty day:
effective date of coverage with tB&GBP/HMO, aPEC (PreexistingCondition)limitation
canbe effectivewith atime credit forthe durationof the prior coverageandadollar credit
taken from the lifdime maximum of th&&EGBP/HMO for benefits paid under the ott
plan. This rule was adopted by the Boaflective July 20, 1993.
Simply stated this means that an employee/dependent who applies for coverage
applicantmayhavetheir 1 yearPECperiodreducedr completelyeliminated if theymeet
the necessary criteria.

1. THEY ARE COVERHED BY A GROUP POLICY.

2. THEY HAVE BEEN CONTINUOUSLY COVERED.

3. THE LAPSEIN COVERAGEIS NOT GREATER THANG63DAYS,BETWEEN THE
TERMINATION DATE OF THE PRIOR COVERAGE AND THE EFFECTIVE
DATE OF THE NEW POLICY.
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CAFETERIA PLAN
Employee benefitare veryvaluable to the employee. The State of Louisiana provid
employees with health/life insurance and also the Flexible Benefits Plan (Cafeteri
The plan helps the employee to save money through two tax saving options.

A PremiumConversion Flexible SpendingAccount” (FSA). This simply allowsthe
employee to pay eligible insurance premiums and dependent day care
expensesnatax-freebasis.It allowsasavingoetweerfifteenpercen{15%)andthirty-

five percent (35%) on moniedready spent by the employee

Foralist of those eligibletems, or forinformation onenroliment, contact the
Human Resources Office.

SUPPLEMENTAL INSURANCE
The Uniform Payroll System for state employees maintains a list of companies v
permitted to sell products to state employees through payroll deductions. These
insuranceareonehundred percent (100%mployeepaid. Employees interested in aof
theplansmustcontactheplandirectlyfor informationandenrolimentforms.The Office of
Elderly Affairs doesnot promotetheseplans butit doesallow payrolldeductiongor policies
of approved companies.

Thenamesf thesesupplemeninsurance&ompaniesreavailablein theHuman
Resources Office upon request

WO R K E RGOMPENSATION

If anemployeas involvedin anonthejob accidentheor shewill beeligiblefor Workers'
Compensation.

Workers' Compensation is a legally required emplgad program designed to prot
employees from loss of total income due tauiigs occurring on the job. Should
employedbecomenjured whileworkingonthejob, heor sheshouldnotify theirimmediate
Supervisoor the AdministrativeAssistantt onceto request amjury report,no matterhow
minor the injury may appear.
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Civil ServiceRulel1.21provides

Whenanemployeas absenfrom work dueto disabilitiesfor which he/shas entitled
toWor kmendés Compensation, he/ she

a) shall, to the extent of the amount accrued to his/her crediramed sick
leavenotto exceedheamountiecessario receivetotal paymentgor leaveand
Wor kersdé6 Compensation equal to h

b) may,totheextentof theamountaccruedo his/hercredit,begrantedannual
leave or a combination chnnual and sick leave not to exceed the amu
necessarto receivetotal paymentdor leavea n d  Wo Coknmensatiol
equal to his/hesalary.

c) maybegrantedeavewithoutpay.

AGENCY POLICY:
In theeventof anonthejob injury thefollowing proceduresireto befollowed:

1. Reportaccident/injuryto immediateSupervisoandHR staffimmediately.
(Eithertheemployeeor theSupervisomustcontact theHR staffwithin 24 hours.)

FORMS
2. Thefollowing formsareto becompleted

a) DA 2000 Office of Risk Managementincident/Accidentinvestigation Form. |If
possible, to be completed by employee. If not, by Supervisor and submitted
HR Director immediately (within 24 hours).

b) LDOL-WGC-1007EmployemReportof Injury/lliness To becompletedoy employee
(if possible) and/or Supervisor/Manager immediately and submitted to the H
Directorwhomin turnverifiespertinentnformation(wageinformation,dateof hire,
etc.), signs,dates and forwards formtotkef f i ce of Wor ker

3. Once appropriate forms have been completed and signed, the HR Analyst ent
informationinto the SedgwickClaimsCaptureSystem Oncetheinformationhasbeen
submitted to Sedgwick, thewyill be the solepoint of contact for themployee for th
remaindeofthew o r k e@mp&rssatioprocessSedgwickwill contactthe Analystif
theyhave questions or need additional documentafldre Agency(HR Staff) is not
contacted again, unless and until there is a lbaydack situation, at which point,
Sedgewickwill forwardtheleavebuy-backcheckto theAgency. Shouldaleavebuy-
backsituationarise the Officeof Wo r k €ompensatiowill forwardtheleavebuy-
back check to the Agency.

NOTE: TheHR Analystmaintaindiles of all Incident/Accidentnvestigatiorformsand
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EmployerReportof Injury/llinessforms.

LEAVE USAGE

| f an employee 1 s on Wor ker 0BleddcloLsgve Act
concurrentlyand exhausts sidkave, theAgencyMAY approveheuseof 1.5K FLSA, butit
doesnotcountagainstheFMLA quota.Oncethe1.5Kis exhauste@ndtheemployeeegingto
use straight K, annual leave or leave without plag/, FMLA quota count begins again.

If anonthejob injury resultsin extendedeave:

a) If thespecifiedcriteriahasbeenmet(SeeFMLA Sectionof PersonneManual),
employee is placed on FMLA immediately.

b) Initially, employeausessickleave.

c) Oncesickleaveis exhaustedemployeecanrequesainnualeave.

d) Uponexhaustiorof sickandannualeave employeanayapplyfor LeaveWithout
Pay(LWOP). The Appointing Authority maygrant up to onél) year of LWOP

NOTE: Employeewill notearnleaveonWo r k €ampensatioteaveused.

Wo r k eConspénsationPaymentsAnd Buy Back

OnceanemployedasmettherequirementtoreceiveNVo r k €ampessatiorpaymentareissue(
every two (2) weeks.

In regards to Leave Bugack, the Leave BuBackcheck is to be deposited into the emplo
A g e n baylkaccounimmediatelyuponreceiptto buybackemployedeave. Employeesreto
returntheWo r k €ampessatiocheckto the Agencyandignthecheckwhichis usedo buybacl
the employeesd | eave.

NOTE: LeaveisnotearnedonLDLW ( Wo r kGomp@rssationLeaveWithout Pay)or
LDWC (Workerdos Compensation Leave

Retirement Contributions While On Wo r k eCondpensation

LASERSshallbecontactedmmediatelyuponnotificationof anemployeebeinglaceconWo r k
Compensatioffior specificinstructionson makingcontributionswhenan employees on leave
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withoutpay. Anycontributionamademustbemadeoutsideof ISISHR andreportecasunsheltered

Group Health, Life And Miscellaneousinsurance Premiums

If an employee is on FMLA and leave without pay (LDLW), the employer is required to
employeeand employer share of the health gnouplife premiumssubjectto reimbursement bihe
employee.However miscellaneoussuranceremiumsemaintheresponsibilityof theemployee
The employee shall contact the appropriate vendor to make arrangements for misce
deduction payments.

RETIREMENT

The State of Loui si amaybesomé mempeuslofahe douisiang $te
Emp | o Retiement System(LASERS). Asa membersof LASERS, employeeswill havea
percentage of their gross salary deducted per pay period as a pt&x contribution, and the
employerwill alsocontribute a percentageof this samegrossfigure. When employeeslecide
to retire they should make an appointment with LASERS to discussbenefit options. Referto
LASERS atwww.lasersonline.orfpr themost curreninformation regardingetirement benefits

DEFERRED COMPENSATION

TheLouisianaDeferredCompensatioRlanprovidesstate parishandmunicipalemployeesvith the
opportunity to invest money on a befdex basis, using payroll deduction.

Participantgpaynofederalor stateincometax on contributions.In addition,interestor earningon
theaccounaccumulatestax deferred No taxesarepaidontheaccoununtil fundsarewithdrawn
Theemployeemaymakecontributionsaccordingo themostcurrentregulationgor a457(b)Plan.

Louisiana StateCombined Charitable Campaign (LA SCCC)

Once a year the Officef Elderly Affairs participates in &CCC fund raising drive. A designa
staffmembetalkswith eachemployeegiving informationandenrollingindividualsin theprogram
Payroll deduction is offered as one way

PAY DAY/DIRECT DEPOSIT

Stateemployeeseceivetwenty-six paychecksachyear.TheDirectDepositofane mp | o pay
checkmeangheautomatialepositof payinto acheckingor savingsaccouniatabank,savingsanc
loan, or credit union of choice.
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Thedirectdepositrule for employeess mandatoryandbecameeffectiveJuly 1,2002. Thefinal rule
waspublishedn theJune20,2002,LouisianaRegistemwhich waspromulgatedindertheauthority
of LRS39:247etseq.andLRS 42.455etseq.Therule only appliesto employeéhiredafterJune30,
2002.As a conditionof employmenttheemployeanustagreeto accepiemploymentompensatio
in theelectronidormat. Thisrulewill only affect currenemployeesf theytransferto anewagenc
after June 30, 2002.

Exceptions/waiver® thepolicy will begrantedn certainsituations.lf anemployeevishesto apply
for an exception/waiver an employee must come to the HR Department to compl&8Uhk
Request for Direct Deposit Waiver Farm

RECOUPMENT OF OVERPAYMENTS POLICY

It shallbethepolicyoftheG o v e r @ffice obEdderlyAffairs to notify employee(sjvhenan
overpayment has occurred and recoupment must take place.

Written notificationwill givethereasorwhytheoverpaymenbccurrecandspecifyhow/when
the Agency will start the recoupment procedure.
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State of Louisiana
OFFICE OF THE GOVERNOR
Office of Elverly ffairs
John Bel Edwards
Govemor
PREMIUM PAY POLICY

Effective Date: 02/18/2013
Revised: 02/08/17, 10/30/2017, 12/13/2017, 06/05/2020, 10/01/2020, 7/1/2021

.\
AUTHORIZATION: r>{ WW

Shiri;v MerricyExecutfve Director

I. POLICY

As approved by the State Civil Service Commission, it is the policy of the Office of Elderly
Affairs (GOEA) to implement Premium Pay for specified job titles.

This policy in not intended to create any property rights. GOEA may re-assess “need” and the
allocation of funding resources at any time and may rescind or change the amount given with
prior SCS approvat. Sufficient notice must be provided to the employee.

Il. PURPOSE

The purpose of this policy is to provide GOEA with a tool that allows for competitive pay for
recruitment and retention efforts in accordance with State Civil Serviqe Rule 6.16(a).

1. APPLICABILITY

This policy is applicable to employees in the authorized job titles as listed in Addendum A.
Premium Pay is discontinued if an employee leaves the authorized job title.

IV, PROCEDURES

The Human Resources unit will ensure that employees in the applicable job titles receive the
Premium Pay rates as identified in Addendum A.

V. QUESTIONS

Please direct all questions regarding this policy to the Human Resources Unit,
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ADDENDUM “A”

The following identifies the job titles within the Office of Elderly Affairs that are authorized for
Premium Pay and the applicable Premium Pay rate. For the purposes of this policy, “all hours
worked” does not include leave hours.

Premium pay of $.50 per hour, for all hours worked, is authorized for all employees in the
job titles listed below.

Job Code Job Title
158530 Auditor 2

Premium pay of $1.00 per hour, for all hours worked, is authorized for all employees in the
Auditor titles listed below.

Job Code Job Title
158540 Auditor 3
158550 Auditor Supervisor

Premium pay of $2.00 per hour, for all hours worked, is authorized employees in job titles

listed below.
Job Code Job Title
168260 Adult Protection Specialist 1
168270 Adult Protection Specialist 2
168280 Adult Protection Specialist 3
168290 Adult Protection Specialist Supervisor

GOV E RN ORKFEE OF ELDERLY AFFAIRS
PERSONNEL POLICY
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EFFECTIVE DATE: July 16,2018
SUBJECT: Pay Upon Demotion
AUTHORIZATION:

Karen Ryder, Appointing Authority

POLICY:

The Governoros office of EIlder/l
opportunity to demote voluntarily without a reduction in pay based or
certainconditionsdiscussedelowwhenfundsareavailablewhenthenew
paydoesnotexceedhe maximumallowableunderCivil ServiceRulesand
when recommended by the department manager/supervisor of the

department into which the employee is demotimgthis policy, this will

be referred to as thecficomdot i «

DEFINITIONS:

Demotioni A changeof anemployedrom apaositionin onejob title to a
different position allocated to a lower job.

Promotioni A changeof apermanenstatusemployeedo adifferent
position allocated to a highgb.

Reallocatiori A changean theallocationof apositionfrom onejob to
another.

JobCorrection A changen theallocationof apositionbecausef
revisions to the job specifications and/or the allocation criteri

AUTHORITY:
Civil Service Rule 6.10, Rate of Pay Upon Demotion, states that whe

employeas demotedor anyreasorunderany circumstancedyis payshall
be reduced as follows:
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1 If the demotion is to a job within the sasehedule or to a job In
anotherschedulavith alower maximumhis payshallbereducedyy
a minimum of 7% and may be set at a lower rate in the range
provided that it is no less than the minimum.

Civil ServiceRule6.10(d)alsoallowsthatanappointingauthoritymay
grant exceptions to this rule for voluntary demotions; however, nc
exception willallow thee mp | o pagtee@ceed thenaximumof the
pay range attached to the job title assigned to the employee. An
appointing authority shall waive a pagcrease on promotion,
reallocation, or detail to special duty for an employee who has be
demoted without a reduction in pay until such time the employee
surpasses the pay level from which he demoted.

PROCEDURE:
A. A Conditional Waiver of Pay Reduction May Be Considered:

1. When the employee voluntarily demotes into a job within th
same schedule or to a job in another schedule with a lower
maximum and has not received a conditional waiver of pay
reductionunderthispolicy within theprecedingwelve-month
period.

2. When the employee voluntarily demotes into a job within th
same schedule or to a job in another schedule with a lower
maximumto avoidbeinglaid off. An employeavho demotedor
thisreasomayreceivea payreductionwaiver evenif he/shehas
received a prior waiver in the preceding twelve mguehod.

3. Whenacurrentpermanenstateemployeas transferrednto the
Governor 6s Of fi ce o Wwithik thesame
scheduleor to ajob in anotherschedule witkalower maximum
than the employeeds curren

Circumstances that are not specifically described above mus
presentedin writing, to the Officeof HumanResource$or review.

B. A Conditional Waiver of Pay Reduction Will Not Be Considered:
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1. When the employee demotes with an effective date of demaotic
within thetwelve(12) monthperiodfollowing apromotion.That
is, aconditionalwaiver ofpayreductionwill NOT begranted to
an employee who voluntarily demotes back to his/her former
position or any other lower level position within twelve (12)
months of a promotion.

2. When the employee demotes with an effective date that is w
twelve (12) months of the effective date of a demotion for wi
there was @onditional waiver of pay reductioifhat is, a
conditional waiver of pay reductiomill NOT be granted to an
employeewho demotesa secondime within atwelve (12) month
period,andwho receiveda payreductionwaiverunderthis policy
for the first demotion. One exception to this is discussed in |
A.2 abovej.e.,whentheemployeevoluntarily demotesnto a
lower level position to avoid being laid off.

3. When the employee is involuntarily demoted as the resuls
official disciplinaryaction.Thatis, aconditionalwaiverof pay
reductionwill not be granted to an employee who is demo
because of aafficial disciplinary action.

4. Whenthee mp | o positerissillocatedo ajob title thatis ata
lower grade in the same schedule or is in a grade with a low
maximum in another schedule than his current job title.
Employeeswhoarenvol untarily fdem
Service action, which reallocates or assigns their position tc
lower pay level, arenot coveredunderthis policy. The pay rates
of employees affected by these actions are covered under t
Civil Service Rule$.8, Pay Upon reallocation, 6.8.1, Pay Up
JobCorrectionor GradeAssignmentand6.15,RedCircle Rates

C. Nature of the CONDITION of the Conditional Waiverof Pay
Reduction

1. Theconditional aspect dhe conditionalwaiverof payreduction
is asfollows:
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I f the employeeds position
promotionor adetailto specialduty aftertheeffectivedateof the
conditional waiver of pay reductiopn t he e mpl oy e
pay, promotion pay or pay upon detail to special duty shall be
waiveduntil suchtime theemployeesurpassethepaylevelfrom
which he/she demoted.

V. EXCEPTIONS:

Requests for exceptions to this policy must be submitted in writing to the
appointingauthoritywith specificandcompellingjustification.Any exceptions
must be in accordance with the State Civil Service Rules and guidelines.

EMPLOYMENT AND PROMOTION

When first employedby the State of.ouisiana,anemployeds placedon a probationakppointmen
Thismeanghattheemployeris givenupto twenty-four (24) monthsto evaluateheemployee'sbility
to perform the duties of the jolf the employee is satisfactorily rated, he or she will act
permanent status. This entitles the employee to certain rights which are not given to a pr
employee.

There are numerous methods for filling vacant positions by movement of exgsiiigvithin the
Office of Elderly Affairs. These include promotion, reassignment, demotion, and detail to
duty.

It is the policyof the Office of ElderlyAffairs to fill vacant positions bgelecting the best qualifi
and most suitable indigduals from as wide a range of candidates as possilfithin this contexi
every effort and opportunity will be made to offer promotional opportunities to the employ
Office of Elderly Affairs.

Employees are encouraged to apply for positions whidlhbe filled by promotion. Promotion
announcementsontaininginformationon howandwhento applyfor vacantpositionswill bepostec
on bulletin boards in the Agency.

OFFICE ATTIRE

GOVERNOR'S OFFICE OF ELDERLY AFFAIRS
DRESS CODE POLICY AND PROCEFURE
SUBJECT: DRESSCODE

EFFECTIVE: OCTOBER 11, 2010
PHILOSOPHY
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As GOEA employeeswe provide servicesthat are importantto the public, and our personal
appearances play an important partinowr st omer s perceptions
responsibilities as stewards of the St.
empl oyees present a positive, professiol

REQUIREMENTS

Each GOEA employee, including temporary, garte and student workers, shall present a
clean businesdike imagewhile onduty. Thisexpectations fundamentato servingthepublicin a
positivemanner.Beyondthis generalguideline appropriateresslargelydepend®nthenatureof
the employeebs work and with whom he/ sh
personahygieneandgroomingmustlikewisebeappropriateatall times. Hair, includingsideburns
mustaches and bearsisould be clean, combed and neatly trimmed or arranged.

SincesomeGOEA employeesvork in officesandotherswork in thefield, acomprehensivést of
what employees can and cannot wear is impractical. Employees and their Supervisstsa
expectedo demonstratgoodjudgmentin determiningvhatis appropriatdor theindividual jobs.
For example, field personnel should also consider practicality and safety, arat arpected 1
dress the same as office personnel. Employees who freguetatact with outside visitor
business representatives and/or governmental officials are held to even higher standards

OnFridays,howeveremployeesnaydressn amorerelaxedfashion,but shouldalwayslook nea
and professional. Neat amnvdell-maintained jeans are accepted on Fridays. Employees
nonet heless consider the dayods activiti:

While it is expected that each employee will use common sense and good judgment in
appropri#e clothingto wearto work, thefollowing is alist of clothingdeemednappropriatdor the
GOEAworkplaceandshallnotbeworn atanytime. Thislist is notcomprehensivandemployee
are not to assume that the omission of a particular item meairisishegppropriate.

Athletic wear(sweatsuits,joggingsuits,wind suits,etc.)

Tank tops or muscle shirts

Shorts

Leggings

Croppantsshortetthanmid-calf

Cargopants

Extremelyshortskirtsor dresses

Clothingthatis tight-fitting, low cut, seethrough,or thatexposeshemidriff
Strapless, spaghettirap or backless clothing

Apparelwith inappropriatesayingsmessagesr pictures

Any typeof clothingthatis ill -fitting, frayed,faded,or hasholes
Loungingattire

A =4 -4_-0_-9_-9_9_49_-°5_-°9_-°9-°

All GOEA employeesare held accountablegor complying with this policy. Managersand
Supervisorareresponsibldor theuniform applicationof theseguidelineswithin theirrespective
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section.Employeeshouldfeel freeto discussanyconcerngheymayhavewith their Supervisors

If, in the judgment of a Supervisor, an employee is inappropriately dressed, the issue
immediatelyaddressewvith theemployedn private. Theemployeemayberequiredto takeleave
from the workplace to remedy any inappropriate dress. Habitual offenders of this policy
subject to disciplinary action enforced by the Executive Director/Appointing Authority.

Note: A SignedCopyof thispolicyis locatedin theHumanResourcegnalyst'sOffice.

AMERICANS WITH DISABILITIES ACT (1990U.S.
Congress)

Revised: October, 2010

PHILOSOPHY:

TheAmericanswith DisabilitiesAct (ADA) is intendedo maximizeemploymenbpportunitiedor
qualified individuals withdisabilities and to assure quality of opportunity, full participa
independent living and economic ssiffficiency for disabled individuals. The Office of Elde
Affairs is fully supportiveof thesegoalsandwill ensurethatqualifiedindividualswith disabilities
areaffordedequalopportunityin all conditionsof employment ADA becameeffectiveon Januar
26, 1992.

WHO IS PROTECTED?

TheADA protectgyualifiedindividualswith disabilities.As qualifiedindividual with adisabilityis
an individual who satisfies the requisite skill, experience, education and otheelgtdx
requirements of the position that he/she holds or desires and who, with or without re:
accommodationganperformtheessentiafunctionsof theposition. Underthe ADA, apersorhasa
disability if:

A. Theindividual hasa physicalor mentalimpairment, whichsubstantiallyimits a major
life activity. Generallythisincludesanypersorwith aphysiologicaldisorder cosmeti
disfigurement or anatomical loss affecting the body system, etc. Also includ
individualswith impairmentqorthopedicspeechepilepsy heartdiseasediabetesetc.)
whichsubstantiallyimit his/herability to performactivitieswhichanaveraggersorcar
dowith little or nodifficulty, or significantlyrestricttheconditionsmanneror duratior
under which he/she can perform major life activates such as caring for ¢
performing manual tasks, walking, seeing, hearing, speakimgthing, learning
working, sitting, standingandlifting, andmentalandemotionaldisordersandprocesse
such as thinking, concentrating, and interacting with others.

B. Theindividualhasarecordor historyof asubstantiallyimiting impairmentor hasbeer
misclassified as having such impairment. This provision covers educational,
employment and other such records. Under this provision, it is discriminatory i
employmentecisionssolelyuporani n d i v recorda kndamhistoryofdisablity.

C. Theindividualis regardedashavingsuchanimpairmentecausdéeor she
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Q) Hasaphysicalor mentalimpairmenthatsubstantiallyimits amajorlife
activity, but is regarded asuffering from such limitation;

2 Hasa physicalor mentalimpairmentthatsubstantiallyimits amajorlife
activity only due to the attitudes of others towards the impairment;

€)) Doesnothaveadisability, butis treatedashavingasubstantiallyimiting
impairment.

To beprotectedapersormusthaveadisabilityandbequalifiedto performtheessentiafunctionsof
the job, with or without reasonable accommodations. Stated concisely, the emplappéoan
must be able to:

A. Satisfy the job requirements.e., educational background, employment experie
skills, licensure and other job related requirements; and
B. Perform the essential functions (basic job duties) of the position, with or w

reasonable accommodations (afterations to the work environment or change
customarywork practiceswhich enableandindividual with adisabilityto performthe
essential functions of the job).

Theresponsibilityfor continuingdevelopmenimplementationandmonitoringof theAmerican
with Disabilities Act for the Agency has been assigned to the Human Resources Offic

Forfurtherinformation,contactheUnitedStatedDepartmenof Justice WashingtorDC,
20530, or the ADA information line at (202)14-0301, (202)514€381 (T.D.D).

39



PERSONNEL HANDBOOK

RETURN TO WORK POLICY

PURPOSE

The health and welbeing of all employees is of great importance to the Office of El
Affairs. The Office of Elderly Affairs (OEA) will make evergffort to help employet
maximize their healing and facilitate their return to work.

APPLICABILITY

Consistentvith thegeneraintentof the Office of Risk Management'Returnto-Work Policy for
permanenemployee®n Workers'Compensationr subjectto the Americanswith Disabilities
Act, the Office of Elderly Affairs will makeareasonableffort to returnto theworkplacethose
permanent employees who have sustainedgtdied injuries or illnesses, and as a resul
temporarilyor permanentlypreventedrom returningto theirfull formeremploymentWhenthe
employee returns to work after an extended absence for injuries or illnesses that occi
job, this policy shall apply. EmployeesnustcontacttheirimmediateSupervisoregardinghe
needfor suchanaccommodationThe Americanswith DisabilitiesAct (ADA) Coordinatorjs
available for general information and assistance to the each unit within its office in
determinations on accommodations.

Sedgwick Claims Management Servickg. has the responsibility for the administration
claims for medical and disability benefits to employees who are injured on the job ai
coordination of the early retwtio-work program, including light duty or alternate du
assignments. The Offecof Elderly Affairs will make a reasonable effort to place return
employees into meaningful assignments which he/she can perform while on light or |
duty. The Office of Elderlffairs cannot guarantee placement and is under no obligatic
offer, create pr encumbernyspecificpositionplacementor purpose®f offering placement.
All final decisions regardinglacement shall be made the Executive Director/ Appointing
Authority.

Followingreceiptby the employerof a physician'sertification, indicatingthattheemployeanay
returnto work,theemployee's Unit Managshall examinalternativesThe certificationmayor
maynot suggest thatestrictions bglaced orthe employee'seturn,andmayor maynotindicate
whether the restrictiorsre temporary or permanent.

PROCEDURE

A. Uponreceiptofthep h y s i aeitifeatian theemployee'SupervisorUnit Manageranc
the Human Resources Director will review and determine whether it indicate
restrictions.Theywill thenassessiow suchrestrictionsarelikely to impacttheemployee'
ability to perform his/her duties. If a question exists as to such ability, a membel
Human Resources Staff will contact the physician. The employer reserves the
obtain a second meditopinion on the employee's condition at the employer's expe
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B. Uponreceiptof anyadditionalinformationregardingherestrictiondrom theemployee's
and/or the employer's physician, the employee's Superi@gecutive
Director/Appointing Authority, and the Human Resources Staff will conduct an
analysis to determine if the employee can:

1. Returnto afull work loadandschedulevithout modificationof duties;

2. Returnto a full work load andschedulewithin six monthsor less,or a permanent
modification of duties;

3. Return to work aglessthanfull schedulegemporarily(less than sixmonths),but
without modification of duties;

4. Returntowork atalessthanfull scheduldemporarily(lessthansix months) with
temporary or permanent modification of duties; or

5. Returntowork in adifferentpositionfor alimited periodof time, notto exceedsix
months.

C. Theemployee's Supervisand the Executiv®irector/AppointingAuthority maydetermine
that modifications in hours or duties are necessary in order for the employee to r
work. Theemployee'sob will thenbedeterminedo bealteredasatemporaryor permaner
reassignmentOther considerains will be given to:

1. Theseverityof theemployee'sonditionandtheextentto which his/herability to
work is impaired;

2. Theevaluatioroftheemployee'sonditionwhethetemporaryopermanentandthe
expected duration, if it is temporary;

3. The alterationof regularjob duties,temporarilyor permanentlyto permit the
employee to return to work;

4. Theimpactonthework environmentproductivity,or workloadof otheremployees
due to the alteration of hours or duties when the employee rétuwsk;

5. Theavailabilityof alternativewvork assignments.

D. If theemployee'dJnit Managerandthe ExecutiveDirector/AppointingAuthority decideto
implement a work accommodation, the Human Resources Staff must have
notification of such accommodation(s). The Human Resources Staff will address
regarding classification concerns.

E. In the event that the unit cannot accommodate the employee, it must notify the
Resources Office and submit written raasdor the determination. A review of i
determinatiorandpotentialtemporaryassignmentdothwithin andoutsidethe unit, will be
decided by the Unit Manager, Human Resources Staff, and the Executive C
Appointing Authority
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F. If anemployeecannotreturnto his/herformeremployingunit,theHumanResource$Staff
will work with theemployee in an attempt to plaitee employeén another position the
Is commensurate with the employee's restrictions and job skills at the Office of El
Affairs.

G. In the event the employee refuses an accommodation or reassignment of duties v
within the employee's restrictions aalility to perform, the employer is not obligatec
provide alternatives.

PERFORMANCE EVALUATION SYSTEM (PES)

ThePerformancé&valuationSystem(PES)is aperformancenanagemertbol for all classifiedanc
unclassified employees. Tiperformance oéad employee must bevaluated byhe appropriat
supervisorypersonnein atimely fashionandonaregularbasis Detailedinformationregardinghe
PES is maintained in the Human Resources Offices.

An employeavhoreceivedaneedsmprovementvill beputonawork planfor aminimumof six
(6) months.

CLASSIFICATION AND PAY

Foreachclassificatiorof position,theDepartmenbdf Civil Serviceassigna payrange. Thisrange
consists of a minimum monthly rate and a schedule of market adjustments uprtaxiheun
monthly rate.

The duties and responsibilities of a position will be specifically covered in an individt
descriptionwhichis givento theemployeeduringinitial orientation. TheUnit Managethastheright
to change the duties of the position as necessary, according to the needs of the organi:
updated job description must be sent to the Department of Civil Service to reflect the &
duties.

OPTIONAL PAY ADJUSTMENT

Go v e r Pffice & Blderly Affairs
OPTIONAL PAY POLICY

Revised:10/2010;11/2016;

EffectiveDate: Julyl,2018
Approval;
Karen J. Ryder, Executive Director/Deputy Assistant Secretary 2/Appointing Auth

POLICY:

In accordancavith StateCivil ServiceRule6.16.2,0OptionalPayAdjustmentsit is thepolicy of the
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Go v e r Office dfsElderly Affairs to consider granting optional pay adjustmentsfor the
recruitment and retention of employees.

APPLICABILITY

This policy appliesto all full-time permanentgclassifiedemployeesof the Go v e r @ffice 6f s
Elderly Affairs.

No employeeshall receivemore than the maximumamountallowed by StateCivil ServiceRule
6.16.2within afiscal year.

IMPLEMENTATION:

Providedthat funding is available,the Governor'sOffice of Elderly Affairs will considergranting
optional pay to permanent employees in the following circumstances:

1) Matching Job Offer:
To providefor the retentionof employeesleemedessentiato the agency.

Employeesdleemed by the Appointing Authority to be essential to the agency may receive
pay increase of up to 10% of the empl oye
from a privateemployer for anunclassifiedositionat anotherstateagencyor apositionata nor
state governmental entity.

Employees atangemaximumshallnot be eligible for a paymentunderthis provision.

2) CompressionPay:

The Appointing Authority may granta basepay increaseup to 10% to an employeeto reduce
pay compression.

Employees atangemaximumshallnot be eligible for a paymentunder thisprovision.

Salarycompressiomayoccurwhenmanager/supervisoesepaidat aratelower thanthosethat
they supervise.

Salarycompressiormay also be causedwhen there is only an insignificant differencein pay
between employees in the same job series, despite significant difference in merit factors :
1 Lengthof total stateservice
9 Time in current job series
9 Skills and experience
9 Education/credentials
M1 Performance
This oftenhappensvhenthecurrentemployegpayh a s kegiup with increases themarketpay rate
resultingin a situationn which new hires arhiredat levels similar t@mployees who have bewiith
the statefor manyyears.Merit factorshouldalwaysbe takenin to consideratiormndonly employeest
your agency should be compared.

When entering compression payments in LaGov, HR will maintain text about the employ
comparable employee(s), reason for gayment, and any merit factors used to determine thi
compression payment is justified.
3) Recruitment:
To recruitemployeesnto difficult to recruitpositions.

The Appointing Authority may granta basepayincreaseof 10% to a classifiedStateemployee
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in additionto any other compensatiomgrantedunderCivil ServiceRule 6.7Employees

atrangemaximumshallnotbeeligible for a paymentunderthis provision.

4) Additional Duties
To providecompensatiofior employeesvho performadditionalduties.
A. PermanenAdditional Duties

The Appointing Authority may grant a base pay increase of up to 5% to an employee
assigned additional duties on a permanent basis. Permanent duties shall be documet
official position description and processed 8tate Civil Service 30 daysprior to granting
any adjustment.

An employeemaynotreceivemorethan10%in basepayincreasesor additionalduties within
three (3) consecutive years.

B. TemporaryAdditional Duties

The Appointing Authoritymay granta lump sum paymentof up to 5% to an employeewho
is assigned additional duties on a temporary bdsisnp sum payment may be made in
payment at the end of the duration of the duties or may be spread amaperipag for th:
duration of the assignment not to exceed one ydahe duration of the assignment exce
one year,a requestfor payment must be resubmittedto the Appointing Authority for
approval.

Employees at range maximum who are assigned additioi@s shallonly be eligible for ¢
lump sum payment under this provision

An employee shall not be eligible for either a lump sum or base pay increase for ad
duties if he/she has already been compensated according to another State Civil Ségvic

Employeesvhoareatrangemaximumcannoteceiveump sumpaymentsn consecutiveears,
even if the reasons for the payments are different.

Posting/Reporting Requirements

This policy shallbe postedn amanneithatassureds availabilityto all employeeslong with
a listing of allemployees who receive payments according to this policy.

An annual report shall be submitted to the Department of State Civil Service by July
detailing payments made to employees under State Civil ServicebRifl& during the
previous fiscal year ending Juneé™0

Approved by: Appointing Authority
NOTE: ORIGINAL SIGNED COPY IN OFFICE OF HUMAN RESOURCESANALYST

DETAIL TO SPECIAL DUTY POLICY

A detail to special duty is a temporary assignment of an employesftrm the duties and
responsibilitiesof a position other than the one to which he/sheis regularly assignedwhile
maintaining rights to his/her regular position.

POLICY:

TheExecutiveDirector/AppointingAuthoritymaydetailanemployedor aperiodnotto exceedne
year.
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Thedurationof thedetailshallfit thereasorfor thedetailandnotexceedheperiodof actualneed.

PROCEDURE:

Written justification and a Personnel Action Form will be completed by the
Unit Manager/Supervis@ndsubmittedo theHumanResource®irectorfor consideration.

TheHumanResource®irectorwill giveawrittenrecommendatioto the ExecutiveDirector
for approval/disapproval.

Onceadeterminatiorhasbeemrmade theHumanResourcegnalystwill notify therequesting
Unit Manager/Supervisor.

POLICY STANDARDS:
Examplesof acceptablgustification:

1. Theregularincumbenis onleave,or is detailedto anotheposition,or is onleavewithout
pay from his/heclassified job to serve in an unclassified job.

2. Pendindfilling a position in a regulamanner.This would include the time necess&w
receiveandwork a certificateof eligibles, posto LaCareerpr thetime neededo recruitfor
a shortage job.

3.  Todoubleencumbemrpositionfor trainingpurposesiueto thependingretiremen
of the regularincumbent

4. Foratrial periodprior to promotion.
5. Pendinghereclassificatiorof theposition.
6.

Approved by: ExecutiveDirector/Appointing Authority
NOTE: SIGNED ORIGINAL ISLOCATED IN THE HUMAN RESOURCESOFFICE

RECORDING JOB ASSIGNMENTS

Civil Service Standard Form is the official position description form to be usegpiorting an
recordingtheassignmentf dutiesandresponsibilitieof aposition.Thisform is to becompletedor
anewandvacantposition,updateof anexistingposition,andfor appealsegardingreallocatiorof
a position.

EMPLOYEE RELATIONS

A major goal of the Office of Elderly Affairs i® hear, analyze and act upon all sugges
regardingheimprovemenbf employegerformancer working conditionsfor thegreatesbenefi
of all concerned.

The Office of Elderly Affairs is committed to providing information to all employees abo
Agency's efforts and accomplishments in detail, acknowledging contributions made |
employee, and encouraging appreciation of the responsibilities and obligations which are ex
each position.

45



PERSONNEL HANDBOOK

TRAINING

The Human ResourcesStaff provides a basic orientation for employeesof the Office of
Elderly Affairs. An orientationkit, includingcopiesof the GOEA PersonneHandbookthe State
Policy Manual, and other information concerning the Agency, is givéhe new employee. #
newhireswill berequiredto cometo BatonRougefor orientationon thefirst dayof employment
whenever feasible.

Civil Serviceoffersaschedulef coursesvhich mightbehelpfulto employeesn presenpositions
or for advancemergurposesWith theUnit Manager'ssndthe ExecutiveDirector'sapprovalsthese
coursesnaybetakenduringwork hours.Enrollmentis schedulean afirst-come first-servebasis
Thesecoursesareofferedfree of chargeasComprehensivePublic Training Programs (CPTP).
Check with the Human Resources Staff for further details.

ADA TRAINING

All current supervisors and agency ADA coordinators must comply with the mandatory #
trainingrequirementsutlinedin La. R.S.46:2595 which requiressupervisorandagencyADA

coordinatorsto receivea minimumof onehourof educatiorandtrainingonthe Americanswith

Disabilities Act within ninety days of hire or appointment to position and every three yea
thereafter..."

All supervisos and ADA coordinators, within 90 days of hire or appointment to position,
everythreeyearsthereaftermustcompletethe 1 hourof ADA mandatoryrainingthroughLEO.
requirements bgll new hires in supervisognd agencyADA coordinator rolesvithin 90 days
of hire.

OFFICE SAFETY

GOEAs trives to provide the safestwa@kn vi r onment p o s s i Bnipleyed safetis ai
legal and moral obligation and is therefore one of the top priorities of this agency. Each emplc
responsiblefosupportingall safetyprograms, following all safetyules,immediatelyreportingpotentially
unsafe risk tahemselvesand others. RefertotheagencysafetyManualfor moredetailedinformation.

TRAVEL AUTHORIZATION PROCEDURES

Employee®f theOffice of ElderlyAffairs mayberequiredio travel. Employeesnustschedule
use of a stateownedvehiclein advancef atrip. If astatevehicleis notavailable he/shecan
use arental vehicle with appropriate approvalhe exception to thisrocedure istraveling
from a residencecreatinga shorter distancto thedestination, in whicltaset h e e mg
personal vehicle maybe used with a maximum reimbursement for 99 miles per PPM4¢
A Travel Authorization Form (TA) isto befilled outbythepersorrequestingtravedndsigned
by his/her Supervisor, Unit Manager, and Appointing Authority for approval.
Onceapproval$havebeenobtainedheformisto beforwardedo FinanceandAccountingfor
cost coding and filing by the traveldministrator.

No travel advanceswill beauthorized outside PPM49.
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GOV E RN ORKFEE OF ELDERLY AFFAIRS CBA POLICY

The Gover nor 0 sAffars (GOEAEhatwo c&idhaldergHe ¥BA Accounts are managbga
primary and secondary Program AdministratBioth can be contacted for these accoufitse purpose of a
CBA is to provide a tool to purchase state contracted aidastst with guaranteeirigtel/motel reservations
pre-payShuttleServiceandpayParkN Fly aspercurrentStateLiability Travel CardaandGOEA CBA policies.
The CBA may not be used to pay any online accounts such as Amazon, PayPal, Ebayceatd. shall be
issued to any GOEA Program Administrator, Department Head, CBA Administoatany other roles
associated with administering, monitoring, or reviewing the activities of the CBA program.

The CBA is aVISA accountdistributedby Bank of America(BOA) for the Stateof Louisianaemployee®nly.
The CBA accounts thedirectliability of thestate All CBA transactionsnustbein accordancevith all PPMA4¢
guidelines, Purchasing Policies, Rules and Regulations, Louisiana Statutes and/or Executive Orders.

The CBA accounthasanoverallcardcyclelimit of $10,000andasingletransactiodimit of $5,000. Limits

will bereviewedandauthorizedn writing atleastannuallyby the DeputyAssistaniSecretaryandthe CBA
Approver and may be adjusted as n d&hlheagescaRrograh o
Administrabr may establish a new or addit i o-lnadyste@B A
WORKS.

All program participants, including CBA Administrators and CBA approvers, are required to complete .
annual online certification class, and score a gra®® @f order to remain a CBA administrator or approve
Thesecertificationswill be developedandupdated, asecessaryhy the Office of StatePurchasingindTravel.
GOEAwill benotifiedassoonasthe onlinecertificationis ready. All programparticipantswill benotified and
given ample time to obtain this certificatioRleasenote the certificatioclass for the CBA administrator wi
be the same as a cardhol derds certification.

The CBA approver must be a supervisor of the CBA authorizesupervisor is defined as being at least ol
level higherthantheauthorizer. Theimmediatesupervisor/approvenustreviewtheinformation andriginal
documentatioenterecandscannednto Workflow, andsubmittedoy the cardholdeprior to signingoff onthe
transaction in WORKS. If the information is not correct, the Supervisor/Approver should flag the trans:i
and electronically return it to the Cardholder for additional information and/or correction.

Monthly reviewsandinquiries,requestedrom the Office of StateTravel,Division of Administrationauditors,
etc. to GOEAG6Gs Program Administrator mWrten be
justification is required for each transaction, along with GOEA verifying and deterntirértigansaction was
for a business purposed and is in compliance with PPM49 and all State and GOEA card program poli
purchasing rules and regulations, statutes, and executive orders.

DEFINITIONS

CBA (Controlled Billed Account) - a credit account isgal in an agency's name (no plastic cards issue
Theseaccountsre direct liabilitief the State andre paid byeach agency. The Accountifigchnicians the
ficar dhol diecount. CBAAccountsaee controlled through an Authorizer/Approver toypde means
to purchasenytransactions/serviceslowedin thecurrentStateLiability Travel CardandGOEA CBA Policy.

NOTE: The CBA is to be used at GOEA to purchase airfare through Short's Travel (including state
contractedtravel agencyfees),prepay Shuttle Service,Park 6 NFly, rental cars,and hotel/motelrooms.
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Agreement form - a form signed by a Program Administrator and Approver, annually, that acknowledg
theyhavereceivedrequiredtrainingfrom agencycompletedhes t a terifitagionrequirementandreceiveda
passingscoreof atleast90, understandthe CBA policies,both stateandagencyandacceptsesponsibility for
compliance with all policies and procedures.

Airfares 1 arestate ont r act ed t hr didfayes, bi§ thy the Offics of StateaPurehhsing and
Travel,whicharetotally refundablebut higherin costdueto thelastseatavailabilityrequirementf theairline,
are only used for last minute notice of trav8itate contracted airfares must be purchased with the CBA
account.

Authorizer/Approver i GOEAG6s Account ant Manager (or HCB
Accountant Administrator are responsible for authorizing/approving all charges against the €At amc
ensuring all transactions are supported by adequate documentation.

Billing Statement i A listing of all transactions charged to the CBA account through the end of the n
billing cycle. This statemenis sentby thebank,directlyto the CBA Authorizer/Approveronamonthlybasisfor
reconciliation purposedHIS IS NOT A BILLAccount authorizer MUST reconcile this statement upon re
and forward to supervisor/reviewer for approval.

Cycle - the periodof time betweerbillings.

Cycle SpendingLimit i A dollarlimit assignedo the CBA accountor thetotal of all chargesnadeduring
the monthly billing cycle.

Disputed Item i anytransactiorthatwasdoublechargedchargedaninaccurateamount,or chargedwvithout
corresponding goods services.

Electronic Funds Transfer (EFT) 7 anelectronicexchanger transferof moneyfrom oneaccounto another,
either within the same financial institution or across multiple institutions.

Fraud 1 anytransactiorintentionallymadethatwasnot authorizedy the ProgramAdministratoror for official
State business.

INTELLILINK 7 V1 S Avébsbasedauditingtool whichis usedto assistwith monitoringandmanaginghe
agencyods card program usage t o enpsoceduees.t hat <car

PPMA49 (Policy and Procedure Memorandum 49) t h e st ategulations.These vegulationapply

to all state departments, boards andhmissions created lilye legislatureor executive ordeand operating frol
funds appropriated, dedicatear seltsustaining; federal funds, or funds generated from any other sourc
current policy can be found on the following sitetp://www.doa.louisiana.gov/osp/travel/travelpolicy.htm

Travel Authorization i For m ( k e p t Everyone ®vE) A&dhtainingertinentinformation on travele
destination and purpose, authorizer/approver signatures necessary for processing, cftortaatiom
daily/monthlyspending limits and budgetacgntrols. Form MUST be submitted bye department authorizer
the Program Administrator for completion and approval.

CBA Program Administrator i Accountant Administrator who acts as liaison betwesencardholder, the Stz
ProgramAdministrator, and Bankf America. Provides support arassistance tall agencies, andhangeso travele
information, and maintains policies and procedures.

Transactioni asinglepurchase A creditalsoconstitutesa transaction.

Transaction Documentationi all documents pertaining to a transactidine documentation is also used
reconciliation at the end of the billing cycle and is to be retained with the monthly reconciliation docum
for review and audit grposes.Examples of transaction documentation include, but are not limited to, ite
purchase receipts/invoices, credits, disputes, written approvals, airline exception justifications/approvals
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authorizations/expengerms,travelitineraries etc.

Travel ExpenseReport - Form(foundonG O E ABveryoneDrive) usedto recordall expensescludingdate:
andpertinentinformationdetailingtravel. Thisform mustbe signedby thetravelerandtheir supervisorandhave
all supporting documentation attached

WORKS i Bank of A mbased syaténsused éob program maintenance, Travel Card/CBA it
suspension, cancellation, and reporting.

G OE A BRESPONSIBILITIES

1.

10.

11.

12.

GOEAG6s responsibilities include the admini
guidelines identified in the Stateds Trave
Rules and Regulations, LouisiaBtatutes, and Executive Orders, if applicable.

GOEAisresponsibldor developinga CBA Policydocumentingnternalproceduresgnsuringhepolicy
is in accordancevith the guidelinesof the CBA Policy. Thepolicy will beupdatedvhennecessarwith
changes/ additions which may occur in GOEAOG:
America.

GOEA is responsible for keeping their employees informed of State and internal policy requirem
proceduresallowancesypdatesandamemmentsjncludingthe CBA administratorsapproversandany
other agency personnel as necessary.

GOEA is responsible for designating GOEAOSs
State Purchasing and Travel, the contract travel agencyharBlaink of America of any changes to
Program Administrator.

GOEA must perform post audits of CBA transactions to monitor appropriate use while verifying

purchasesr e made i n accordance wit8t ®®P&M40f f IGOE
andall policies,purchasingulesandregulations]ouisianaStatutesandExecutiveOrders,f applicable.
Bank of America and VISA will provide reporting capabilities, at no cost to GOEA, to assist in at
findings. Bank of Ameri caodos WedtiBallydfa tpdo 3iyearsval vSaA 0l sa

Intellilink s y s t dataasailablefor a27 monthrotatingperiod. It isG O E Arésponsibilityto obtain
and archive the data in both systems for five full fiscal years.

The CBA account will remain the propendfthe Bank of America, NOT GOEA and NOT the
Authorizer/Approver.lt MAY NOT betransferredassignedo, or usedby anyoneotherthanthe
designated Authorizer/Approver.

GOEAwWiIll beresponsibldor ensuringall paymentsaremadetimely andin full eachmonthwith ONE
electronic funds transfer (EFT) to Bank of America

If it is determined that personal or other unauthorized charges are occurring on the CBA accou
appropriatesteps,up to and including dismissal, shall be taken to resolve the misuse/abuse of th
account

The Authorizer/Approverndtheir supervisomusttakeannualcertificationexamsonlineandhavea
passing grade of 90 and have a signed agreement form on filheiBtate of Louisiana.

If/when anAuthorizeror Approverseparateffom GOEA, theyareto immediatelyceasdrom
authorizing CBA related transactions.

Users should secure assigned WORKS application DsemMNever share User ID, password or pi
number and/or leave work area while logged into the system or leaue iltigrmation lying in an
unsecure area.

Cardholdershouldneveremailthefull accountnumbersor userlD numbersor passworder storefull
account numbers in supporting documentation. In the event that using the full account numbe
necessaryo make hotel reservations, caution should be exercis#@te@gency to ensure that the f
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accountumberis usedin a secureenvironmentvith avalid hotelor hotelbookingwebsiteandnever
filed with the entire account number. Caution should be made to blackout the account numbe
documentation prior to maintaining on file.

AUTHORIZER/APPROVER RESPONSIBILITIES

1.

10.
11.

12.

13

Aut horizer/ Approver for the CBA account wi
ApproverAgreementormannually. Theoriginal form is givento the ProgramAdministrator,andthe
approver receives a copy.

The Authorizer/Approveandtheir supervisomusttakeannualcertificationexamsonlineandhavea
passing grade of 90Approvers will be contacted once the online course is available.

The Authorizer/Approvemust review and understand the State and GOEA @gd@isies, PPM49 and
all rules,regulationspolicies,proceduresguidelines statutesandexecutiveorders,f applicable.This
includes keeping well informed of program updates sent from the Program Administrators or ar
associated with the CBA Pragn.

Authorizer must always submit approvals with mdcessary documentatidnr om Shor t 0
Agency, hotel/motels,prpai d Shuttl e Service and Park 6
LeaveandTravelRequestgwith all necessargignaturesanda conferencatinerary(whenavailable)in
a timely manner and in accordance with GOEA policy.

The Authorizer/Approveshall ensure that documentation is adegaatesufficiento adherdo State
Purchasing guidelines, P VL&l foraretatding df expeGdDUEeA i
GOEAO6s ac c oulmmediatg susesvisots @rmdesignated reviewers must verify and sigr
receipts certifyinghat the documentatids acceptable for each transactamd that it was for official
statebusinessandis in compliancewith appropriateulesandregulationsandthatit hasbeenreviewed
and is approved.

Receiptssupportinglocumentationandtravellog datesmustcorrespondvith thetrip allowances,
Professional Leave and Travel Request datesb#limdy cycle dates.

Guaranteeachtransactiorhasanappropriate busineggirposeandfitst he t r a v e Ine=ds.d0

ReviewCBA transaction$o ensurestatetax is notchargedor LouisianaHotelsandParké NFly atthe
New Orleans Airport locatiorgs this program is state tax exempt at these vendors.

All chargesnustbereviewedandauditedandarein compliancewith G O E AandtheSt a Travél s
Card Policies, PPM49, and all current purchasing rules, regulations, statutes, executive orders,
policies, as applicable.

Ensurechargesarenota duplicationof personafrequestand/orreimbursements.

The Approverand/orAdministratorwill reportsuspectedraud, misuse or personathargesand
participate in any disciplinary actions deemed necessary/appropriate.

If/whenanAuthorizer/ApproveseparateBom GOEA (leavingemploymentchangingdepartments,
extended leaves), they are to immediately cease from authorizing CBA related transactions.

.Understandhatfailure to properlyfulfill thea p p r oresponsittiesouldresult,ataminimum,in
the following:
a) Writtencounselingwhichwouldbeplacedina p p r oemplayedise for aminimumof 12
months.

b) Consultatiorwith the Program Administratomndpossiblythe Director.
C) Disciplinaryactions, up t@nd includingermination oemployment.
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d) Legalactions, asllowed bythefullest extentof thelaw.

ALLOWABLE CBA CARD TRANSACTIONS

1. Airfare i mustbepaidfor with the GOEA CBA Account

StateContracted Travel Agency Fees

Hotel/Lodging i mustbe paidfor with the GOEACBA Account

Parking 1 Only at Parkd NFly i New Orleansirport

Shuttle Servicei Onlywhenpre-paidpriorto trip. Not for individual groundtransportatiorduringa
business trip such as taxi, bus, etc.

6. Car rentalsi mustbepaidfor with the GOEA CBA Account.

o WD

CARD MISUSE

Any recognized or suspected misuse of the program shoub@ immediately reported to the
Program Administrator and may be anonymouslyreported to the Stateof Louisiana Inspector
General 6s Fraud a#8ea680APdse hotline at 1

Fraud Purchases

A fraudpurchases onein which useof the CBAis determinedo beanintentionalattemptto defraudthe State
for personal gain or for the personal gain of others.

An employee suspected of misusing the CBA with the intent to defraud the State will be subjected to ¢
investigation. Should there be findings in the inWigsition which show the actions to have causaghirment
to State service, and if the findings are sufficient to support action, the authorizer/approver will have tt
responsibilities commenced and they will be subject to disciplinary acliba.natureof the action will be at
the discretion othe Program Administrator, Director, andfbe Office ofinternal Audit, and will be based ¢
theinvestigationfindingsandthee mp | o neaorel. Arsy suchinvestigationsand/oractionswill bereportedo
the Legislative Auditor, Office of the Inspector General and the Director of the Office of State Purchas
Travel.

Merchant Forced Transactions

A merchanforcedtransactions onein which avendorcircumventgheauthorizatiorprocesandsubmitsa
transaction for payment from the bank.

If thisoccursverify thatthe chargeis legitimateandfollows all PPM49,GOEAandtheS t a traseicard
policies,andall purchasingpolicies,rules,regulationsstatutesandexecutiveorders.If not,themerchant
forfeits all dispute rights and the transaction can be disputed unless the merchant can provide a valid
authorization numberlf a valid authorization number is not provided, the dispute will be resolved in the
cardhol derdés favor.

Cardholder Charge Dispute Resolution

In the event cardholder finds items on the monthly memo state that do not correlate with retained rece
supportingdocumentationfransactionsiot madeby the cardholderincorrecttransactioramountspr if thereis
an issue with service or quality, the cardhol
problem.

If themerchantagreesinerrorhasbeermade theywill creditthec a r d h @dcalet.Th@geditshould
appear on the nexrtonthly billing statement.Cardholder should check the next statement for credit.
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If the problem with the vendor is not resolved, the Statement of Disputed Item Form (obtained at

http\V/www.doa.la.gov/Pages/osp/Travel/forms.aspustbe completecandmailedor faxedwith required
enclosure within 60 days from the billing close date to:

Bankof Americai CommercialCardServicegOperation

P O Box 53142

Phoenix,AZ 850723142

Phone(800) 4106465 Fax:(888) 6786046

A copyof the disputeform shouldbe sentto the ProgramAdministrator.

The transaction with be paid; therefore, it is important for cardholder to mark purctiasinmgentation as
i D1 S P U TGaMholdeshouldretainacopyof thedisputeddocumentatiomndverify receiptof the credit
on future statements.

All disputesnust badentifiedin writing within 60 daysof thebilling statement.Bankof Americawill then
resolve disputes within 180 days.

Saledaxis notadisputabldtem. It is theresponsibilityof thecardholdeto ensurghatmerchantareadvised
that the purchase is sales tax exempt and provide the tax exemption number.

WORKS USERID AND PASSWORDSECURITY

EachCBA administratorProgramAdministrator,approvergtc.is responsibldor the securityof their User
ID(s) and password(s), and therefore should:
1. Neverdisplaythe CBA accounnumber WORKSuserlD numberand/orpassword(srouncdtheir
work area.
2. Nevershareuserlds andpassworddeavework areawhile loggedinto thesystemor leavelog-in
information lying in an unsecure area.
3. Nevergive theaccountnumber,userlDs or passwordso someonelse.
4. Neveremailthefull accountnumberor userlD or passwordinderanycircumstances.

STATE SALES TAX

The CBA charges are a direct liability of the State, therefore, State sales tax should not be charge
Louisianahotels, Shuttle Service or PakN & theNew Orleans Airport. The Authorizer should mak
everyeffort atthetime of purchaseo preventbeingchargedStatesalegax. TheAuthorizerwill notify the
vendor BEFORE the purchases processedhat the purchases tax exempt.To have State salesax
removedat Louisianahotels: presentthe GovernmentaEmployeesHotel Lodging Sales/Us& ax
ExemptionCertificate,alongwith acopyof theapprovedrravel AuthorizationFormduringcheckin. The
exemptfornrcanbefound n t he St at e htip:f/dod.lauisidns.gowoshtravielffoamns. htAt
Park N Fly (New Orleans Airport) when using the online reservation systesed, enter promotion cou
0050081. If not, submit theStateof LouisianaEmployeeTravel Expenséimited Sales Taxexempt form.
The tax exempt form can be found on foll owi
http://doa.louisiana.gov/osp.travielims.htm
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State policy indicates GOEA may exempt cardholders from obtaining a credit from the merchant

sales tax charges equal to or less than &26EA will monitor sales tax transactionsensure correctiv
action is taken when these charges occur.

If incidentalsor extrachargesiotassociateavith GOEAbusinesdravelarepaidwith personafunds,such
asroomservicesmovies,doubleoccupancyor additional norstateemployeesextrahotel daysetc.,it is
the travelerds responsibility to inf or mifS3taiee
sales tax abuse occurs twice, whether intentional or accidental, the CBA privilegbe veiloked.

DOCUMENTATION

COMPLETE DOCUMENTATION

1. The Authorizer/Approver shall ensure that documentation is adequate and suffieiénéte to Stat
Purchasing guidelines, PPM49 and the GOEA:
GOEAOGs ac c oulmmadiatgsuperyisots eriglesignated reviewers must verify and sig
receipts certifying that the documentation is acceptable for each transaction and that it was fo
statebusines&ndis in compliancewith appropriateulesandregulationsandthatit hasbeenreviewed
and is approved.

2. Documentations requiredfor all airfarepurchasesshuttleserviceandParkN Fly chargesAcceptable
documentation must include the Professional Leave and Travel Request and a conference itit
(whenavail able) in advance of the purchase,
merchant forced transactions), Shuttle service emaildPamid N Fly emailsshowing the purchase
details of what was purchased (the quantity and price paid).

3. GOEA will maintain a file of all supporting documentation in accordance with record retention
Thisfile will besubjecto periodicreviewby the Office of the LegislativeAuditorsandanyotherduly
authorized auditor.

PAYMENT PROCEDURES

GOEAwiIll ensureall necessarproceduresindcontrolsarein placefor promptpaymentreconciliationand
cost distribution of CBA chargeand credits.Below are payment and caaycle procedures.

CARD CYCLE

The CBA cardholder provides the account informat@mthe vendor at time of purchas&he vendor
receivesemuneratiorirom VISA within two businesslaysof requestingpaymentor the serviceprovided.

The CBA Card cycle dates are tHed¥ the month to the"8of the following month. The immediate
supenisor/approvemustsignoff onall transactionin WORKSbeforethec a r d h eonbnthbyaredlis
limit will refresh.

AUTHORIZER/APPROVER

The Authorizerwill receive a paperstatementvithin five businessdays from Bank oAmerica containing

the CBAcharges. The Authorizer will also download an electronic file from WORKS Workflow contair
all GOEA CBA transactionsThe electronic file is available on WORKS Workflow the first day of the n
billing cycle. The Authorizer will ensurethe paperand online statementemittanceamountsare equalto
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oneanother.lt is G O E Arésponsibilityto contactBOA if the paperstatements notreceivedimely, or

the online statement is not accessible.

RECONCILIATION AND APPROVAL PROCESS

1. The responsibility for the reconciliation and approval process rests with the account
Authorizer/Approver.In the absence of the primary Authorizer/Approver, the secondary
Authorizer/Approvemwill approvetraveltransactionsin the caseof anextendedabsencea CBA
Administrator will reduce the CBA profile to a $1 limit to reduce the risk of fraud.

2. TheCBA Accountwill receiveamonthlystatementvhichwill bedirectedto theaccount
Authorizer/Approver and the foling actions must be performed:

a. Authorizer/Approver must compare the transaction(s) on the statemtenda@®, vendor anamoun
by matchingwith the supportingdocumentatiorfactualsalesreceiptscreditcardslips,approvedlight
itinerary, etc),andthe CBA travellog. WORKSis awebapplicationprovidedby Bankof America to
transfer weekly transactions. The Approver is required to go in this system on a weekly b
process their transaction$his is inclusive of attaching the propgwcumentation to the transactis
in WORKS. This system is used as a management tool by GOEA for reporting and recor
purposes.The WORKS statement is also attached as supporting documentation.

b. Authorizer/Approver is to attach to the staent all supporting documentation for all transactic
listed. The Fund, Organization, Account Number, and Program that the travel expense is tc
chargedhgainsis to benotedonthe Professional eaveandTravelrequesform by the Budgetunit
head.A STATEMENT OF DISPUTED ITEM, if applicable, is also to be attachEde CBA
statement is to be signed on the designated lines by the cardholder and approver.

c. Authorizer/Approvemustsignthecheckrequesform andthe Travelexpenseeimbursemenforms
certifyingtheiragreementvith the legitimacyand accuracgf the listedtransactionsThe statemer
mustal so be signed by the Authorizer/ Appro
traveler (Authorizer/Approver cannot approve their @harges). Those signatures will be
certificationby the signerghatall chargesepresenaccurateandvalid GOEAexpenditures. Aopy
of the statement is to be retained by the account holder.

3. Authorizer/Approver is to submit statement wstlppporting documentation to the Accountant Mane
no laterthanten(10) businesslaysaftercloseof monthlycycle. Statementsiot receivedwithin fifteen
(15) business daysayresultin suspensioor cancellationof the account.

4. PersonaéxpenseshargedntheaccountARE NOT ALLOWABLE. Violation maycausecancellatior
of card and/or disciplinary action.

SUPERVISORAPPROVAL

The authorizerds supervisor mikilerevepimthecheekequest
the supervisor must ensure:

1 A CBA cardlogis completedand signedy the authorizer
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1 A detailed, itemizedeceiptmatchesach chargeecordednthelog.

1 All documentatiomndjustificationneededs includedwith thelog andelectronicallyattachedo
each transaction in Works.

9 Transactionsrein compliancewith all StateandGOEA policies,rulesandregulations,
including PPM49.

1 Eachchargepostedonthebilling cycleis includedonthelog, includingcredits. If multiple logs
are used, each charge is accounted for.

1 An approved Travel Authorization form is attachédl. charges fall within the authorization
f o r datesbilling cycle,andthedestinatiorandpurposeonthe form is relatedto the purchase

After all charges are reviewed and approved, the log is signed by the supervisor and Program Adminis
the original | og with support i ng Payable Offitelfther is anassl
or discrepancy with any of the above items, the supervisor should contact the authorizer immediately f
theissue. The log and paperworkshouldnot be forwardedto AccountsPayable untilall itemsarecorrect. f a
charge is believed or found to be in roompliance with any GOEA or State rules or policies, the approvel
contact the Program Administrator.

AGENCY APPROVAL

As indicatedabove a signedTravel Log for all chargesn abilling cycle mustbe signedby the authorizerand
t he aut hor iwkhesuppostingéopumentatior for each CBA purcha3de original completed log
andsupportingecordsareforwardedto G O E AAcsountsPayableOffice whereit is storedfor five full fiscal
yearsand/oar chi ved in Works for five full fiscal ye
backup is received by Accounts Payable, the Accountant Manager will review each log to ensure:
9 Transactionsrein compliancewith all StateandGOEA policies,rulesandregulationsjncluding
PPM49.
9 Theauthorizecompletecandsigneda TravelLog. Eachchargeandcreditpostedo thebilling
cycle is recorded on the log.
91 All proper documentatios attachedo eachlog andelectronictransactiorin Works.
1 An approved Professional Travel and Leave Request is attashexdharges fall within the
R e q u elaespillmg cycle,andthedestinatiorandpurposeontheform is relatedto the purchase
9 The appropriate supervisor and Program Administrator signddpproved the log.

If thereareanyquestionsegardinga chargeor insufficientdocumentatiomprovided the AccountantManagemill
contacttheauthorizerto obtainanexplanatioror correctinformation. Thisadditional informations included an
filed withthea u t h o supporéngdocsmentationlf it is determinedhatpersonabr otherunauthorized¢harge
occurred on the CBA, appropriate steps, up to and includismgissal, shall be taken to resolve the misuse/:
of thecard(SeeCardMisuse). Employeewill beresponsibldor therepaymento theagencyfor anunauthorize
chargesncluding,butnotlimited to, statetaxesoverageof allowancessdefinedin PPM49,incidentalsandothel
disallowed costs and/@nauthorized tax exemptions of the program.

PAYMENT DUE DATE AND COSTDISTRIBUTION

Thetotalamountdueonthe statemenencompassezctivity from CBA purchasesvithin thebilling cycle. The
payment must be made to Bank of America within 25 dagsadément billing date.
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All CBA transactionsnustbeapprovedn WORKS by theapproverandnotautosignedoff. WORKSapprover

i n WORKS must be the cardhol der 6andasatheroughiksowledg
of cardhol derés job responsibilities and f ami
cardhol derds transacti ons i -relatedrodotherwite authdrizedd.eAr mi
Supervisor/Approvers electronic approval certifies that the goods and/or services purchased are esse
necessary, appropriately budgeted for and in compliance with all requirements herein.

Theimmediate supervisor/approverust signoff on all transactions iWORKSbeforethe
cardhol derés monthly credit |imit wildl refr e
acceptabldor eachtransactiorthatit wasfor official statebusinessthatit is in compliancewith appropriate
rules and regulations, etc., as mentioned above and that it has been reviewed and is approved.

Travel ReimbursementPr res

A TravelExpenséAccount(TEA) Formmustbe submittedo the Supervisoand/orUnit Manage
within one (1) week of returfor approval. The Unit Manager should forward the form tc
FinanceandAccountingSection forprocessingA travel expensaccountform mustbe submittec
to their supervisor/unit manager within one week of return for approval.

The Unit Managers (ot he Uni tdés Managers Designee)
reimbursementst is theManagerstesponsibilityto ensurehatthestaffis notreimbursedor travel
thatwasunauthorizedThe Managersarealsoresponsibldor ensuringhatthetotal reimbursemer
amount of the Travel Expense Account does not significantly exceed the costs estimate
authorization.
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CBA POLICY: CONTACTS AND GOEA APPROVAL

113
CONTACT INFORMATION
Bank of America
Phone: 1-888-449-2273 Fax: 1-800-253-5846
GOEA CBA Contacts

Danielle Stafford, Deputy Assistant Secretary
Primary CBA Program Administrator
Phone: (225) 342-6058 Fax: (225) 342-0612 Email: dbstafford@goea.la.gov

Laura Jackson, Accountant Manager
Secondary CBA Program Administrator
Phone: (225) 342-6868 Fax: (225) 342-7133 Email: lfjackson@goea.la.gov

GOEA AND DEPARTMENT HEAD APPROVAL
Waivers/Exceptions

The Director of State Purchasing and Travel, or designee, may waive in writing any provisions of
these regulations when the best interest of the State will be served.

The Department Head and Agency Program Administrators, by signing this Policy, acknowledge
and accept responsibilities in the administration of this program as outlined herein.

/ ——

/ Department Head Aéency Prt(_n!ry Program Administrator

'T}L[’C”vw} f‘\(;}zﬁ ([" =

Agency Secondary Program Administrator

Governor’s Office of Elderly Affairs

Agency

September 18, 2018

Date
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PURCHASE REQUEST POLICY

All requests for purchases and subscriptionmust be initiated by completing a Purchas
Authorization (GOEA Form PAF 3000).Theform mustbecompletelyfilled outprovidingall of
the requested informatiorit is important to state which budget will pay forsthequest.

ThePurchaséuthorizationis forwardedto theappropriatdJnit Managerfor approval.

If approvedthePurchasduthorizationis thenforwardedto theFinanceandAccountingsectiorfor
verification of available funds and for coding.

ThePurchasduthorizationis thenforwardedto the ExecutiveDirectoror AppointingAuthority for
approval.If the authorization is denied, the original is returned to the person nthkingquest

PETTY CASH POLICY

Pettycashis usedfor small,infrequentpurchasesvhich areneededjuickly by this office. Pettycast
fundsmust neverbe usedfor personateasonsThepettycashfund hasbeenauthorizedo contair
notmorethantwo hundreddollars($200.00) A purchaseuthorizatiorform mustbecompletedor
pettycashexpendituresasfor all otherexpendituresA form mustbeapprovedefore thepurchas
is made All purchaseand/oradvancesegardlessf theiramountrequireauthorizatiorin advanci
of purchaseEmployeeshallhavefive businesslaysto returntheapplicablereceiptsandremaining
cash balances to the Petty Cash Custodian.

PettyCashCountsareto betakenwithin 5 businesslaysof thebeginningof eachquarter. Thecoun
is to be performed by the Petty Cash Custodian using Form PAF 3060 and witnesse
ComplianceandPlanningUnit ManageortheHomeandCommunityBasedServicedJnit Manager.

The petty cash fund will be replenished when the balance is below diftgrsl ($50.00). Al
approvals and rules for purchasing will apply to all petty cash purchases.

CASH RECEIPTS POLICY

Thepurposeof this policy is to properlysegregatéhetrackingof fundsowedto this Agencyfrom
thereceiptanddepositingof thosefunds. It is alsothe purposeof this policy to ensurghatdeposit:
areprocessetimely. In anysituationwherecheckspankdrafts,or moneyordersarereceivedoy the
Agency, this policyapplies. This Agencgccepts payment lsheck, bank draft, moneyder, o
electronic fund transfers only. This Agendyes not accept coins or paper currency. All Ag
staff mustspecify,in all written andverbal communicationshefollowing instructionsregarding
payments to this Agency.

All ChecksMoneyOrdersandBankDraftsmustbemadepayablgothe,"G o v e r Office éf s
Elderly Affairs ". There mustnotbe amyt her payee | i sted abov
All paymentsnustbe addressedot to the originatorof the letter, memorandumor registration
form, but to:
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Go v e r Office dd Hderly Affairs Attn. AccountsReceivableClerk Post Office Box BatonRouge,La 708200
Should an envelope containing a payment be misdirected to anyone other thecoinating
Technician,that personmust immediatelyredirectthe envelopeand all i tcongentsto the
AccountingTechnicianln theeventof theAccountingT e ¢ h n iabsenaehisiherSupervisor
will act in his/her place.

BONDSAND CRIME
PROPERTY LOSS:

In theevent ofpropertyloss resultingrom dishonest acts aftateemployeesand private citizer
such as burglary, robbery, or embezzlement of cash, checks, valuable papers, securiti
equipment, supplies and tools, the following procedures lsbadhered to:

1. ContacthePoliceDepartmenimmediately

2. After the Police Department has arrived and conducted an investigation, maintair
of the Official Police Report in the Property Loss File. Human Resources Directc
meet withthe Unit Manager and employee(s) to discuss how the equipment, wi
stolen, etc.,and how to reduce ariyiture risk. After meetingwith the Unit Manageanc
employee(s)theHumanResource®irectoris to submitanofficial reportto theExecutive
Directorand AccountantAdministrator,aswell asmaintaininga copyof the Official Police
Reportin the Property Loss FileThe report shall include the following:

a. ldentifythelossof property

. Indicatedate locationandtime of loss
Events leading up to the loss

. Individual(s)directlyor indirectlyinvolved
. Any witnesses

- 0 o 0 T

Stepghatcouldhavebeentakento avoidtheloss
g. Stepso betakenin thefutureto avoidloss

NOTE: In an effort to reduce the risk of property loss asa result of
terminated employees, the Agency shall make every effort to retrieve keys
from terminated employees. Combination locks are utilized in high risk
areas such as stockrooms, computer rooms, etélso, computer servers,
switches and routes shall b&ept in locked areas.

REPORTING DISCREPANCIES:

In theeventthatthereis adiscrepancyn propertyor fundsreceivedoy this Agencytheemployes
involvedshallreportthediscrepancymmediatelyto his/herSupervisoverballyandawritten repor
shallfollow within twenty-four (24) hours.Thewrittenreportshallincludetheinformationlistedin
Items AE above (Property Loss). Also, attach a copy of supporting documentation, as
signing and dating the report.

Uponnotificationof discrepancyndreceiptof written report,the Supervisois to follow-up with
whateveractionshe/shedeemaecessaryponconsultationwith the GeneralCounseljf needed.
A copy of the Supervisorodosfindings shall

CONTRACT DEVELOPMENT
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Authorizationto enterinto acontractmustbeinitiatedby completingaContractDevelopmenForm
(GOEA PAF 5000) The form must be completed, and all the requested information shc
provided..

Oncecompletedforwardtheform to theappropriatdJnit Manageirfor approval.If approvedther
the form is submitted to the Accountant Administrator for verification of the availabflitynds
andcodingpurposes.Thentheform is forwardedto the ExecutiveDirectoror AppointingAuthority
for approval... Any attachments containing the specific terms of contract performance, a
made part of the contract bgference, are to be attached to the contract development fibris
important that all blanks on the stamd form be completed

The complete contract package, including the Contract Development form, propos
attachments is forwarded to the contract reviefeeprocessing.

OFFICE ACCESS

Office keys are assigned to staff by the Human Resources Analgsteriiployee will sign
receipt, keptatthelu man Resour ces Anal yespodsiilitybreusekfthe
keys.Whenthekeysareno longerneededtheyarereturnedo the Agencyandareceiptis signec
and dated by the employee.

HID Proximity SecurityAccessCardswhichallow entranceo thebuildingthroughthefire escap
door,areissuedo all employeedytheHumanResource#nalyst,uponapprovaby theExecutive
Director. All employees must sign and date a receipt when tte ae issued. When the emplo
leavesthe Agency, he/shemust sign and date a receipt returning the card to the Agency.
Replacement cards cost ($10.00 each) and are paid by the employee.

All employeesindvisitorsrequestingparkingpassesvill follow thesamesignin andoutprocedure.

TELEPHONE LONG DISTANCE USAGE

TheOffice of ElderlyA f f aalephen@sirepartof aspecialsystemcalledthe Louisianalntercity
Network for Communication§LINC) telephone system. GOEA telephones are to be ust
official Agency business only.

VIOLENCE IN THE WORKPLACE

Empl oyees are the stateds most valwuable
carryingout their responsibilitie€Everyemployee has seasonable expectation to perform ui:
herassigned duties in an atmosphere free of threats and assaults.

Recognizing the increasing incidence of violence in the workplace, the Governor of the .
Louisiana issued an Executive Order No. MJF187committing the Governor and the State
Louisiana to work together toward a violertee workplace for state employees.

VIOLENCE: Thecommissiorof anassaulor batteryor themakingof acredible
threat
WORKPLACE: Any locationassignedo anemployedor thepurposenf completing
job duties

Employeesarerequiredto notify theresponséeam(Unit Managerthe SafetyCoordinator,
Human Resources Director, and/or Safety Monitors) of all threats or incidents of vi
behavior in the workplace which they have observed or haveitieemed.
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Eachemployeewill receivea GOEA SafetyManualwhichwill identify management
responsibilitiesmanagemerdcommitmentemployeaesponsibilitieshazardoreventionand
control for violence in thevorkplace.

USEOF OFFICE EQUIPMENT

All office equipment is to be used for office business only, and not for a personal projec
includescomputersscanners;opiers postagenachinesfaxes typewriters telephonesiecorders,
calculatorsandanyotheroffice equipment.Employeesareresponsibldor equipmentassignedo
them.Careshouldbetakento safeguardheequipmentindto secureaccompanyinglocumentation
such as User Manuals or setup software.

Staffshoulduseonly the computerassignedndno other. Useof anotheistaffme mb e r 6 s ¢
shouldoccuronlyif permissions receivedirom thatpersonor his/herSupervisor. Employeesre
pott o i nstall software or make any change
files.

If changesreneededr softwares neededgontactthe InformationTechnician(IT) for assistance.

Office equipmensuchasT V Opsojectorscomputersetc.,is availablefor useoutsidetheoffice. If
an employee requires the use of such equipment he/she must contact the Property Offi
employeas requiredto fill outareceiptindicatingtheequipmento beusedthedestinationandthe
length oftime the equipment is needett.is thee mp | oy e e 0 s roepropedycareioriihie
equipmentvhile in his/hempossessionTheemployeds responsibldor returningtheequipmento
thePropertyOfficer. PropertyOfficer is responsibldor verifying thereturnof theequipment.Do
not return equipmento the stockroomdirectly. If the PropertyOfficer is unavailablethenseethe
Supervisor.An employeeshouldmaintainpossessionf equipmenuntil it is officially returnedo
the Property Officer and a receipt is received.

CONDUCT IN THE OFFICE

The Unit Manager may allow employees to have personal radios at each desk. How
complaintsareissuedregardinghevolumeor otherwisethe employeewill be instructedo remove
the radio immediately and permanently.

Local personal phone dslwill be kept to a minimum, both in number and durati®he lines ar
provided to facilitate state business and excessive personal use will not be tolerated.

In orderto controlunwelcomensects|eavingfood of anykindin adeskdrawerovernightis strictly
prohibited.

Useof theoffice for child carewhenthechildrenarenotin school/dayarewill notbepermitted.
See Children in the Workplace for detailed information.

It is thepolicy of theOffice of ElderlyAffairs to maintainadrugfreeworkplaceandwork force
freefrom substancabuse.Reportingto work or performingwork while undertheinfluenceof
legalorillegal drugsor alcoholwhich mayimpair theefficiencyandeffectivenes®f operations
is prohibited.The illegal usepossession, dispensation, distribution, manufactaks of
controlled substances by employees at the work site, on duty or on call for duty, or while
conducting official state business, is prohibited.

TheOffice of ElderlyAffairs is committedto maintaningawork placefreeof sexualharassment
and intimidation for all its employees, and will not tolerate inappropriate actions.

62



PERSONNEL HANDBOOK
The policiesandrulesstated here and elsewhere in this handbook are intéo@gsuresmoothand
efficient operation of the AgencyOnce the handbook is received by the employee, and unle:
guestions concerning its contents are promptly issued, acceptance and understanding of th
and rules is presumedDisregard for state paly, procedure or rule will be considered grounds
disciplinary action.

CHILDREN IN THE WORKPLACE

The presence of children in the workplace
workday is to be avoided except in emergency situations. Thig/pslestablished to avoid
disruptionsn job duties,disruptionof servicesdisruptionto otheremployeesappropriateness,
reduce property and | egal l'iability as we
environment.

The Governor'ffice of Elderly Affairs doesnot permitthe presencef childrenin the workplace
in lieu of child care arrangements. The presence of children, visitors, or fameitgbers during
work hours, except for an occasional basis for a brief visit, is to be avolttegloyees with
dependent children are expected to make regular arrangements for proper tteie dfildren
while at work. Parents may request vacation time when childcare issues arise.

As arule,it isimproperfor childrento bein theworkplaceonaregularor sporadidasis suchas
after school each day, on holidayghen day care is not available, or when children are ill.

In the rare instance wherthere are no other alternativesnd an employee must bring a child tc
the workplace, advance approwaiould be obtained from the supervisor, or the employee may
requesto work analternativescheduleandthe durationof thechild'svisit to theworkplace should
be kept to a minimum.

Examplesof a rare instance:
9 Parenthasforgottenanitem andneeds ta@wometo work to pick it up.

1 Parenneeddo takecareof anessentiataskof short(15-30 min) durationandthe
child cannotbe left at home.

1 Coworkerswouldlike to meetanewbaby.If thistakesplaceit shouldbefor abrief
visit and should occur in a public space to minimize work disruptions.
1 An emergencyasoccurredand a supervisorhasaskedthe parentto comeassist.
Any employeeghatbringstheir child into the workplacewithout approvalof their supervisowill be
requested to leave and use available vacation, overtime, or leave without pay. Individuéds tr
to cooperate shall be subject to appropriate disciplinary action.

GRIEVANCE PROCEDURE
POLICY

It shall be the policy of the Office of Elderly Affairs ttave an equitable grievance syst
Further, it is policy that employee problems shall be resolved at the lowest possible sug
level andatthe earliestpossible opportunitgftersuch problemarerecognized.Eachemployet
at the Office of ElderlyAffairs shall have access to the grievance procedure, without f
reprisal, for the resolution of problems.

PURPOSE

In any organization, it may be expected that conditions leading to dissatisfactic
misunderstandingnay arise among employees.Every effort will be made to afford all
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employees a means to resolve grievandaiscussion of problems openly between employ
supervisorandsectionheadghroughutilization of this grievanceprocedurenayserveasabasis
for review and change of policies and procedures.

The intent of this policy is to establish the means by which problems of this nature i
resolved to maintain employee morale and efficiency at a high level.

APPLICABILITY
Appliesto allemployeeoftheG o v e r @ffice od Hderly Affairs.

SCOPE

The decision to utilize this grievance procedure, although encouraged, shall be the v
decision of the individual employee.
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Nothinghereinshallbe construedasto deprivea classified employee aheright of appeabfthe
Directorof Civil Service orthe Civil ServiceCommissionn appropriatecasesto alteror extenc
the time within which an appeal is required to be filed with the Civil Service Commissity
alter in any way the Rules of the Commission.

Part 4 of the Louisiana State Personnel Manual and Chapter 13 of the Civil Service Rul
thecomplaintsandpersonnel problemshich areappealabléo the Civil ServiceCommissioror
the Director dthe Department of Civil Service.

If a grievance hearing is conducted under this procedure, the party against whom the ¢
complaintis madeshall havetheright to appealndtestifyat the hearing. A classifiedemployet
selected by a grievant tepresent him in the processing of a grievance through this pro
shall, at such times as his Supervisor may approve, be granted necessary time off d
working hoursto investigatethe grievanceandrepresensuchotheremployeewithoutlossof pay
and without charge to annual or compensatory leave balances.

The decision of the Executive Director/Appointing Authority shall be final in all cases
properly subject to processing through this grievance procedure.

NOTE: There are designated time limitturing which a grievance or amppealmay be filed.
If an employee chooses an incorrect procedure, he or she may dis¢baethe inappropriate
means of relief has been sought and that the time limit for the proper procedure has exp

Weurge employeswho are dissatisfiedor havea personalemploymenproblemto contactthe
Human ResourcegAnalystfor assistanceand to differentiate betweerthe grievanceprocedure
and the appeals procedure

The Human Resources Analyst is available to consult evitployees freely and informally,
and provides assistance in the preparation of proper grievance presentation.

DEFINITIONS

The term Agrievance @shalineananyclaim or allegationby anyemployeeand/orgroup of
employees, hereinafter referred as Agrievarit@t;

# An employeehasbeentreatedunfairly, inequitablyor in amannemwhichis arbitrary,
capricious, unjust, unreasonable or discriminatory; or

# Thereis a violation of the implementation enforcementadministration,application
and/orinterpretation of any applicable law or any rule, regulation, administrative
directive policy or practice of the Agency or its agent(s); or

# Thereexistsa condition,situation orcircumstancevhich jeopardizeshehealthor safety
of any employeeor otherwiseadverselyaffectsthe welfare and interestof any such
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person.

PROCEDURE
Thegrievanceprocedureconsistsof four formal steps:

FIRST STEP:

All grievances should be presented within fourteen (14) wodaryg from the date tl
grievant first became aware of, or should have become aware of, the cause
grievance.The grievance should be in writing on the appropriate form and submi
thegrievantimmediat&upervisor.The Supervisomustrendera written decision within
seven (7) working days.

SECOND STEP:

I f the grievant i's not satisfied wi

rendered withirthe prescribedime limit, he/she shouldhecktheappropriatdoxonthe
form and, withinseven (7working days,present his/her grievance in writibgthe Uni
Manager. The Unit Manager shall investigate; afford the employee an opportt
present his or her viewpoint; and upon receipt of the written grievance, within foul

(14) working days, give the employee a written statement of the finding
recommendations.

THIRD STEP:

If the grievant is not satisfied withthe UiMa nager 6 s d edecisoni® n
notrenderedvithin theprescribedime limit, he/sheshouldcheckthe appopriatebox
on the form and, within five (5) workingdays, present his or her grievance in writing
to the Assistant Deputy Directorhe Assistant Deputy Director shall investigate;
afford the employee an opportunity to present his/her viewpoint; andrapeipt of
the written grievance, within twentyne (21) working days, give the employee a
written statement of the findings or recommendations.

FOURTH STEP:

In theeventthedecisionof the AssistantDeputyDirector/AppointingAuthority doesnot
satisfy the employee, he/she should pursue Civil Service appeal procedures.

(Formsare foundin the Form Sectionof this Manual.)
RIGHTS AND RESPONSIBILITIES:
RIGHTS OF APPEAL AND GRIEVANCE

Appeals can be made to the Civil Service Commission for arsewéral reasons includi
disciplinaryaction,official rating,or violation of anyCivil Servicerule. Themostcommontypes
of appeals relate to disciplinaagtions taken by your employefor more information on filin
or preparing an appeal, pleasmtact the Department of Civil Servic@lease note there
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isatime limit for filing a Civil ServiceAppeal. This limit is strictly enforced.

Many actions within an office besides thaséated to discipline can lead to dissatisfactio
misunderstanding among employedssis conceivable that at times an employee may fee
actions of management personnel or other employees are causing problems which del
the employee's righto an undisturbed workplace. The Office of Elderly Affairs has pol
governing response to certain actions. Contact the Human Resources Analyst if y
guestions regarding a specific policy.

A method is available for any employee to seek redrasany perceived injustice in the wc
environmentvhich cannoteappealedo the Civil ServiceCommissionlt is calledthe Grievanc
Procedure.This procedure attempts to provide a mechanism for finding the cause of a
andthebestmeansof solvingit. Further,it is policy thatemployeeproblemsshallberesolvedat
thelowest possible supervisolgvel andatthe earliest possible opportunditer such problen
are recognized. Each employee shall have access to the Grievance Procedout,feat o
reprisal for the resolution of problems.

The Office of ElderhAf f ai r s 6 P e r andQ@ivil 8drvicdRalesardmaiatdinedn
the office of the HumarResources Analysand are available to each employee.

CONTACT WITH THE PUBLIC

Ane mp | o goredactasapublicservanteflectsonthe Office of ElderlyAffairs. Alwaysfollow

these guidelines to build good public relations:

# Developa courteougelephonananner.

# Bepromptin returningtelephonecallsor respondindo requestérom the public.

# Be friendly to all visitors.

# Strivefor a tastefulppearance, alwaysessneatly, appropriatelgndin goodtaste.

# Helpinteresteditizensby answeringheir questionsr directingthemto the propersourcefor
information

CONFLICT OF INTEREST

Since the employee is in a positionpafblic trust, he or she will not engage in awyivity, whethe
privatelyor officially, wherea conflict of interestmayexist. Theemployeeshouldneveraccepiifts,
gratuities or rewards for arservices performed on the jofthe employee should not establis
personalrelationshipwith a clientwho originated through the office either direatlyindirectly. If
a site visit to athesstafipesonwill belaccompaniedshy pravideedd <
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theservicein question

If unsurenvhetheror notaplannedactivityis aconflict of interest,checkwith the Commission
on Ethics for Public Employees or your unit manager.

POLITICAL ACTIVITIES

As aclassifiedemployeecertainrestrictionsareplaceduponpersonahctivities,particularlyin the
area of politics.Those activities allowed include:

# Exercising your right to vote.

# Expressing/our political opinions.

# ServingasaCommissioneor Official Watcheratthepolls.

# Supportingor opposingoondissuestaxesor constitutionabmendmentenyourowntime.

Mostotherpolitical activitiesareprohibited

Someexamplesf thoseactivitieswhich arenot permittedinclude:

# Solicitingvotesor contributions.

# Making political contributions.

# Displayingpolitical stickersonapersonactar.

# Distributing political campaign cards.

# Making political statements or addresses.

# Placingpolitical signsonpersonaproperty.

# Beingamemberof anynational, stategr local committeeof a political partyor faction.
If thereis concermaboutthelegalityof aparticularactivity, anemployeeshouldcontacthe
Human Resources Analyst or the Department of Geilvice at (225) 348536.

CODE OF ETHICS

The StateCodeof Ethics contains varioysrovisionsdesignedo preventconflicts ofinterest. It
is designedo preventnotonly actualabuseof office andcorruption butalsosituationsnvolving
theappearance of a conflict of interest |
interests.Refer to the Louisiana code of Governmental Ethics at the link below for additit
information:http://ethics.la.gov/default.aspggarding laws or reporting requirements.

All GOEAemployeesnustcompleteheonline versionof theethicswebbasedrainingin LEO.
This course information is located in Myaining tab.When the tab is open look t¢ime panel
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ontheleft for thefrequentlybookedcoursesandchooseEthics. Thenfollow thedirectionson
booking this courseThis course is required annually.

CONFIDENTIALITY

It is incumbent upon themployees of the Office of Elderly Affairs to safeguard the confident
and physical maintenance of all Agerregords. At times the employee may be required to rec
andinvestigatecomplaintdiled by servicerecipientsor thegenerapublic. All suchcomplaintamust
be handled in a confidential manner. In addition, problem areas or deficiencies of contract
must be treated in a professional, confidential manner.

PERSONAL ACTIVITIES DURING WORK

All employeeshouldengagen activitiesthatarerelatedto themissionof GOEA duringwork hours
Only essential personal activities should be conducted during regular hours of office of
Telephone usage for both incoming and outgoing personal calls is to be restricted in rege
numbe, frequency, and duration to that level which is essential. Employees should refra
receiving personal mail delivered to GOEA.

PERSONNEL FILE

Eachemployeeof the Office of Elderly Affairs hasa permanenpersonnefile in the Office of
the HumarResources AnalystThis personnel file includes the following:

# civil serviceapplication;

# personnetransactionsndcorrespondence;

# all payroll deduction requestsoth pastandcurrent

The employeemay review the contentsof his or her personnelffile by contactingHuman
Resources Analyst.

SMOKING

GOEA s asmokefreeenvironmentindno smokingis permittedinsidethe building. GOEA
rents officespaceand thdandlord has provided a designated areaffiooking fortenants.
This space isurrently the space between the building and the AT&T buildifigereis a
receptacle and covered area where smokers may take their breakher area around the
building is acceptable.
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Smokingis prohibitedinside a stateownedor a vehiclerental.

DRUG TESTING

Governor 6s Office
Office of Elderly Affairs
Drug Testingfor Employees
(LAC 4:VII.1281 and 1283)
The Go v e r ©fifice dfsElderly Affairs (GOEA) proposesto adopt the following rule in
accordance witlR.S. 49:1015 et seq.
TheemployeesareamongtheStateof L o u i s i a velaablsresauscésThe physicaland menta
well-beingof these employeeas necessarjor them toadministertheir duties.Substancabuse caus:
seriousadverseconsequences usersjmpactingtheir productivity, aswell asthe healthor safetyof
their dependents, emorkers and the general public.
The Stateof Louisianahasalong-standingcommitmento working towarda drug-freeworkplace.In
order to curb the use of illegdrugs by employees of the State of Louisiana, the Louisiana
Legislatureenactedaws,which providefor thecreationandimplementatiorof drugtestingprogram:
for state employees. Further, the Governor of the State of Louisiana issued ExecutivO83&
providing for the promulgation by executive agencies of written policies mandating drug te:
employees, appointees, prospective employees and prospective appointees, pursuant to
Revised Statute 49:1001, et seq., andtlerapplicable federahnd state laws.
In accordance with the provision§Executive Order No. MJB8-38, and undethe guidancef the
Executive Director, this policy shal/l ap
Affairs, includingappoinees or other persons haviag employment relationship withis Agency.
§1281 Definitions

Controlled Substane@ drug, chemical substance or immediate precursor in Sched
through V of R.S. 40:964 oBection202 of the Controlled substance A&l U.S.C. 812)

Designer (Synthetic Drugd9jhose chemical substances that are made in cland
laboratories where the molecular structure of both legal and illegal drugs is altered to creai
that is not explicitly banned by federal law.

EmployeeUnclasified, classified, and student employees, student interns, and an
persorhavingan employmentelationshipwith the Agency, regardless theappointmentype(e.g.
full time, part time, temporary, etc.).
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lllegal Drug-Any drug whichis notlegally obtainablepr which hasnot beenlegally

obtained,to include prescribeddrugs not legally obtained,and prescribeddrugs not being

usedfor prescribegurposes, obeingusedby oneotherthanthe persorfor whom prescribec

Reasonable SuspicidBelief based upon objective all anticipatable facts derived

direct observatiorof specificphysical,behavioralpdorougpresencegr performancendicators

andbeing of sufficientimportandquantityto leadaprudentpersorto suspecthatanemployee
is in violation of this policy.

Safetysensitiveand securitysensitivgpositionsAll positions with duties that masither
authorizeor requirethe operationor maintenancef apublic vehicle,or the supervisiorof suck
an employee. All positions with duties that may require responsibility for or acce
confidential orclassified information.

Under the influencéor the purposes of this policy, a drug or chemical substanc
affects an employeein any detectablemanner The symptomsor influence are not confined
to thatconsistentvith misbehaviornorto obviousphysicalimpairmentin maintainingbalance
A professional opinion or a scientifically valid test can establish a determination of influ

WorkplaceAny location on Agencyropertyincludingall property,offices and facilitie
(includingall vehiclesandequipmentwhetherowned,leasedr otherwiseusedby the Agencyor
by anemployeenbehalfof the Agencyin theconductof its businessin additionto anylocatior
from which an individual conducts Agency business while such business is being cond
AUTHORITY NOTE:Promulgated in accordance with Executive Order B&b08&nd R.S.49:1001 et seq.
HISTORICALNOTE: Promulgated b@ffice of the Governor,Office ElderlyAffairs, LR 28: 2510 (December
2002)

1283.Policy Provisions
A. GeneraProvisions
1. It shall bethepolicp f t he Gover no rAffars t®Omafntaic &
drug freeworkplace and avorkforce freeof substanc@buse.Employees ar:
prohibited from reportingfor work or performingwork for the Agencywith the
presencef illegal drugs,controlledsubstance®r designefsyntheticdrugsin
theirbodiesatthe initial testinglevels andtonfirmatorytestinglevelsor above
thelevelsasestablishedhn the contractbetweerthe Stateof Louisianaandthe
official providerof drugtestingservicesEmployeesarefurtherprohibitedfrom
the illegal use, possession, dispensation, distribution, manufacture, or s:
controlledsubstancesiesigner (synthetic)drugs,andillegal drugsatthework
site and while on official statbusiness, on duty, or on call for duty.
2. TheAgencywill procureemployearugtestingserviceghroughthe Office of
StatePurchasingDivision of Administration pursuanto applicablebid laws.
B. To assurenaintenancef adrugfreeworkforce, it will bethe policy of the
Governor'©ffice of Elderly Affairs to implementaprogramof drugtesting
undel thefollowing conditions.

1. Reasonablsuspicion:Any employeewill berequiredto submitto adrug
testif there is a reasonable suspicion (as defined in this policy) tha
employeeis using drugs.

2. Postaccident:Eachemployednvolvedin anaccidentwhich occurs
during the courseof employmentvill berequiredto submitto adrug
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testif the acciden
a. involvescircumstancekeadingto areasonablsuspiciorof
theempl oyeedsdrug use
b. resultsin afatality, or
C. resultsin or causeshereleasef hazardousvasasdefinedn R.S.
30:2173(2)r hazardousnaterialsasdefinedin R.S.32:1502(5)
Rehabilitatiormonitoring: Any employeenhois participatingn asubstanc@buseafter
treatment program or has a rehabilitation agreement with the Agency follow
incidentinvolving substancabusewill berequiredto submitto randomdrugtestingonce
every six months until the Agency receives documented proof of a releas
treatmentby the physician or program director.
Preemployment:Eachprospectiveemployeeappointeeandall otherpersonseginning
an employmentelationshipwith the Agencywill berequiredto submitto drugscreenin
atthetime andplacedesignatedby the Agencyrepresentativevho administerghedrug
testing program, following a job offer contingent upon a negative-tistgng resul
Pursuant to
R.S. 49:1008, a prospective employee who tests positive for the presence of dr
the initial screening shall be eliminated from consideration for employment.
Safetysensitiveandsecuritysensitivepositions:Thesepositionsareidentified within the
Agency by the Appointing Authority of the Go v e r Office ofsElderly Affairs
and determined toebsafety or securitgensitive after consultation with Louisie
Department ofJustice.
Appointmentsand promotionsEach employee whis offered asafetysensitive osecurity
sensitiveposition(asdefinedin this policy) mayberequiredio passadrugtestbeforebeing
placed in such a position, whether through appointment or promotion.
Randontesting: Everyemployeédn asafetysensitiveor securitysensitivepositionwill
be requiredto submitto drugtestingasrequiredby the Appointing Authority, who will
periodically call for a sample of such employees, selected at random by a ce
generatedelectiorprocessandrequirethemto reportfor testing.All suchtestingwill, if
practicableoccur during the selected empl
Confidentiality: All information, interviews, reports, statement, memoranda, and.
test results received by the executive agency through its drug testing program &
confidential communications, pursuant to R.S. 49:1012, and may not be used or
receivedn evidence,obtainedin discovery,or disclosedin any public or private
proceedingsxceptin an administrativeordisciplinaryproceedingrhearingor civil
litigation where drugise bythetested individual is relevant.
DrugTestFailuresiPursuanto R.S.49:1008jf aprospectiveemployedestspositivefor
thepresencef drugsin theinitial drugscreeningthepositivedrugtestresultshallbethe
causeof theprospectivee mp | o glimieabosfrom consideratiodor employmentor
appointment.
Pursuanto R.S.49:1011theOffice of Elderlyaffairswill affordanemployeevhose
drug result is certified positive by the medical review officer, the opportunity to
undergorehabilitationwithoutterminationof employment All rehabilitationmustbe
programghat areapprovedandlistedbythe Office of Alcohol andDrug Abusefor
state agencies.
1. An employeewhosedrug testsresultsis certified positivewill be requiredto
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take thirty (30) daysleave either as annual (A) or sick (B) leave.
rehabilitationservicesor assistancwill beconducteditthee mp | oy e e
The employelis not responsible for the expenses accrued.

2. Failure to submit to drug testing or rehabilitation services bwyeasorior
termination of employment with the Agency.

3. The Office of Elderly Affairs is committedto maintainingworkplacefreeof
harassment and intimidation for its employees, and will not toler:
inappropriate actions regarding d testing and confidential drug test
information. This includesconduct, which has the purpose or effect of
substantially interferingvith ane mp | o y e pedbfamaaceok creatingan
intimidating, hostile, or offensivevorking environment.

J. Responsibility: The Executive Director of the Go v e r Qffice 6fsElderly
Affairs is responsibldor theoverallcompliancewith this policy andwill submitto the
Office of the Governor, through the Commissioner of Administration, a report
policy anddrug testingprogram describingorocessthe numberof employeesffected
the categories of testing being conducted, the associated costs of testing,
effectiveness of the prograrmy November ¥ of each year.

K. Violation of thispolicy, includingrefusalto submitto drugtestingwhenproperlyorderedo do
so,will resultin actionsupto andincludingterminationof employmentEachviolationan
allegedviolationof thispolicy will behandledbnanindividualbasistakinginto accoun
all data, including the risk to self, fellow employees, and the general public.

AUTHORITY NOTE: Promulgatedin accordancewith Executive Order MFJ 98-38 and R.S.49:1015et seq.
HISTORICAL NOTE: Promulgatedby Office of the Governor,Office Elderly Affairs, LR28:2510(Decembe002).

73



SEXUAL HARASSMENT POLICY
GOV E RN ORRFEE OF ELDERLY AFFAIRS INTERNAL POLICY

1.
Throughthis policy andthemandatoryrainingrequiredof all employeesGOEA seekgo:

POLICY: Policy Prohibiting Sexual Harassment
EFFECTIVE DATE: July 1, 2018

REVISION DATE : September 15, 2019
AUTHORIZATION: - e
Karen ntirig Authority

POLICY

Employee®f theStateof Louisianahaveanexpectatiorandright to betreatedwith respec
and dignity, and to work in a professional environment free of harassmer
discrimination. Left unchecked, harassment and discrimination, regardless of n:
degree, undermine the integrity of the employment relationship, debilitate r
dedication ad loyalty, compromise equal employment opportunities, and signific
interfere with the mission of state government.

The Governoros Office of Elderly Aff
fosters mutual respect and promotes harmoniousjugtive working relationships. -
accomplish this, GOEA prohibits and will not tolerate sexual harassment behayiol
of a sexual nature that intimidates, exploits, insults, demeans, disrespects, or em
any employee or other individual in therkplace!

Prevention and elimination of sexually inappropriate behavior requires the p
involvementandcommitmentof everyGOEA employee.Unlessanduntil managemerns
apprised of its occurrence, corrective action to address such behavior bantager
Through this policy and related training requirements, GOEA seeks to reinfo
unyielding intolerance of sexualigappropriate behavior, and encourage employees
experience, observe or are informed of such behavior to promptly initeteplorting
processsetforth in this policy. Employeesanbe assurethat GOEAwill objectivelyanc
thoroughly investigate reports; implement preventive measures to protect
recurrence; impose corrective action to address violations; and probteptainants an
individualsinvolvedin theinvestigativeprocess fronanyform of harassmenteprisal,or
retaliation.

PURPOSE

1 Unequivocallystateintolerancdor sexuallyinappropriatéehavior
1 Identify the broad scope of such prohibited behavior

1 Establishaneffective,uniformreportingprocess

1 Establishaneffective,uniforminvestigativeprocess

! This policy specificallyaddressesexual harassmeand behavior oé sexualnaturein the workplace, whiclare
collectivelyreferred toasfi s e x inappropsiatdbehavior. Theprovisionsof G O E ABessonnel Policgn sexua
harassment and those in conflict with this policy are repealddeplaced by this policy.
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1 Triggerpromptactionto protectagainstecurrencef theprohibitedbehavior
Ensure resolution that imposes appropriate corrective action

1 Protectcomplainantsand individuals involved in the investigativeprocessfrom
harassment, reprisal, or retaliation

1 Respectonfidentialityandtheprivacyrightsof employees

This policy establishes a procedure to administratively report and address compl
sexually inappropriate behavior. i not in any way intended to replace or supersed
statutoryor regulatoryrightsregardingsexuaharassmerdavailableto employeesinderfedera
and state law, including Title VII of the Civil Rights Act (42 U.S.C. § 2000e et seq.) a
LouisianaEmployment Discrimination Law (La. R.S. 23:301 et se§pecific timelines an
requisites of law apply to filing a complaint with the Equal Employment Oppor
Commission (EEOC) or the Louisiana Commission on Human Rights (LCHR).

lll. APPLICABILITY

This policy applies to all GOEA employees regardless of position, status, or authidrig
includes classified and unclassified employees;tiuie, parttime, seasonal, and tempor
employees. The prohibitions of this policy are equally applicable to mfppgiauthorities
executive management, administrators, directors, managers, supervisors, staff, stud
interns.

=

In keepingwith G O E Aidtentionanddutyto maintainawork environmenfreeof harassmer
anddiscrimination this policy alsoappliesto nonemployeesincludingvisitorsandindividuals
who transacbusinessvith GOEA suchasvendors, maintenangersonnelglients,contractors
andconsultantsThesenonemployeesreprohibitedfrom engagingn thebehaviomprohibitec
by thispolicy, and are protected from experiencing such behavior by GOEA employee

This policy applies to not only the customary workplace and work locations where
employeesnaybe assignedbutalsoprohibitssuchbehaviomwhile travelingto a work location,
at conferences, workshops, trainings, business trips, and busstassl social event
Additionally, the behaviormprohibitedby this policy appliesto off-duty, offpremisesehaviol
that has an impact upon and relation back to the workilagionship.

V. POSTINGS

This policyis availablefor reviewby all employeestall timeson G O E Awebsiteat:

http://goea.louisiana.gov/index.cfm?md=pagler&tmp=home&pid=96&pnid=0&nid
=107.

Noticesrelatedto workplaceharassmerdnddiscriminationareconspicuouslypostedat
GOEA work locationghroughout the state.

V. HUMAN RESOURCESDESIGNEE

GOEA-recognizeghatanemployeeexperiencingexuallyinappropriatdbehaviormaybe
reluctant to file a complaintGOEA has appointed a Human Resources Designee !
Go v e r Qffce obEderly Affairs to serveasa centralpoint of contact. Thisindividual
hasspecializedrainingandexpertisan handlingemploymentoncernsG O E Alusar
Resource Designee is:
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Angels Calhour
G o v e r Offwe obEdderly Affairs
P.0O.Box BatonRouge, LA 708(225)342-9677(voice)
AWCalhoun@goea.la.goemail)

Thisindividualis availableto discusghe contentof this policy, answeruestiongelated
to thereportingprocessreceivecomplaintsandcoordinateandconductheinvestigative
process.Generalized inquiries and questions regarding this policy will be maintain
strict confidence.In someinstancesfollow-up inquiriesor initiation of theinvestigative
processby the Human ResourceDesigneemay be required. Investigationmay be
necessargvenwhentheemployealesireso maintainanonymity,requestshatnoaction
betaken,or insiststhataformalcomplaintnotbelodged. In generaljnformal complaints
or requestso delayinvestigatiorunlessor until afutureoccurrenceannotehonoredand
will be treated the same as a formal complaint, thus triggering the investigative pr
In theeventof theunavailabilityof theHumanResource®esigneeanemployeaeeding
immediate assistance should contact their department manager/supervisor.

TRAINING

GOEA recognizes that implementation of a policy prohibiting sexually inapprc
workplace behavior standing alone is insufficient to prevent and address such b
To support this policy and create a culture wherein employees willingly report co
andlodgecomplaints, GOEAequiresall employees tguccessfullfcompletetrainingon
this policy upon hiring and on a continuing basis thereafter. At a minimum, (
mandates the following training for its employees:

1 Uponhiring, all newemployeesvill beprovideda copyandinstructedo carefully
review this policy. Within thirty (30) days of the hiring date, all new employ
are required to meet with human resources designee or other individu
designatedo discussanyconcernr uncertaintiesegardingheir responsibilitie:
underthis policy. Theemployeeandhumarnresourceslesignearerequiredto sign
theattached\cknowledgemenandCertificationto verify thatthis proceshasbeer
successfully completed.

9 Within thirty (30) days of the hiring date, all new employees are requir
compl ete the Comprehensive Publ i«
training on sexual harassme@ertification of successful completion will
documented through CPTP.

1 All employeespnanannualbasisthereafterarerequiredto completetheC P T |
mostrecenttrainingon sexualharassmentCertificationof successful completic
will be documentedhrough CPTP.

1 Within thirty (30) daysof attaininga supervisoryposition,all newsupervisorare
requiredto completethe C P T Pndost recenttraining on sexual harassmel
designated for management personnel. Thisaining, which emphasiz
identifying, preventing,and respondingto sexuallyinappropriatebehavior,is
thereafteto becompleteceverytwo years.Certificationof successfutompletion
will be documented through CPTP.
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VILI.

PROHIBITED CONDUCT

Sexuallyinappropriate behavior takes maoyms. It can be explicit andvert, suchasa
demand for sexual favors, or subtle and implied, such as leering and innlteceio be
intended or unintended, with the determination of inappropriatenvedsaéed from th
perspective of a reasonable person and without regard for the purpose or moti\
accused .t caninvolve behaviorby a persorof eithergendertowardsa personof thesame
or opposite gender. It can involve conduct by a superwsomanager towards
subordinate employee, or conduct by one employee towards another employee
lesser, or greater rank, status or authority. It can involve words or actions by a
external to GOEA such as a visitor, vendor, maintenance rpekalient, contractor,
consultant.An employee can be affected merak/an observasf sexuallyinappropriat
behavior directed towards another.

Sexual harassment, a form of prohibited discrimination, is defined by the
Employment OpportunityCommission (EEOC) as unsolicited and unwelcomed s
advancegequest$or sexuafavorsandotherverbalor physicalconduciof asexuahature
wherein:

1) Submissiorto suchconducts explicitly orimplicitly atermor conditionof
employmentpr

2) Submissiorio or rejectionof suchconducis usedasabasisfor employmen
decisions (hiring, firing, advancement, performance evaluations, v
dutyassignmentsshifts, trainingopportunitiespr othersuchconditionsof
employment or career dewgiment); or

3) Suchconducthasthe purposeor effectof unreasonablinterferingwith the
empl oyeeds work performance o
offensive work environment.

However,G O E Afocsis isuponabroaderandmoregeneralprohibitionagainst sexuall
inappropriate behavior. GOEA rightfully recognizes the inappropriateness of
occasional and nesensational words or actions of a sexual natWhile not satisfyin
the legal standard to constitute sexual harassment,b&i@vior can be offensive &
negatively affect the work environment. For this reason, DOA prohibits all se
inappropriate behavior, regardless of severity, pervasiveness, or identifiable impa

For illustrative purposes only, sexually inappropria&havior, even on an occasio
basis, includes, but is not limited to:

1 Verbal: Unwelcomed sexual flirtations, advances, propositions
demands; unwelcomed sexual remarks, teasing, jokes, pranks, inr
insults, or inquiries; sexually insensitive or derogatory comm
unwelcomed repeated requests for dates or social engag
inappropriatecomments regardingp e r sphysiGakattributes; commel
regarding sexual activities, exploits, prowess, or accomplishments;
vulgar, crude or sexually offensive language; sexually insulting n
catcalls, or whistling; stereotigal comments; repeatedly referring to
i ndividual as Ahoneyo, fAbabeo,
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1 Non-Verbal: Gesture®f asexualnaturejustful looks,staringandleering;
displayingsexuallyrevealingor suggestive pictures, cartooesyicatures
drawings,photographs, magazindmoks,graffiti, or objects;transmitting
sexually oriented emails, texts, letters, writings, communications
images.

91 Physical; Unwelcomed physical contact including kissing, toucl
embracing, hugging, massaging, rubbing, fondling, groping, ticl

pinching, and patting; I nvadi
purposefully cornering, or blocking passage; sexual assaukrypadinc
rape.

CONFRONTING THE ACCUSED

An employee=xperiencinginwelcomedehaviormaychooseo tell theoffenderto ceas:
thebehavior.Doing so maybe sufficient toprevent recurrencélowever, ifthebehavio
continues, the conceshould be reported promptly.

GOEA recognizes that confronting an offender in this fashion can be discomi
especially in those situations i n wh
chain of command. Therefore, GOEA does not requird@yaps to do so, and certai
does not require that this be done before using the reporting procedure provide

policy.
REPORTING PROCEDURE

Early reporting of sexually inappropriate behavior enhances the credibility «
complainanandfacilitatestheinvestigativeprocessPromptinitiation of theinvestigatior
enhances the ability to identify witnesses and preserve evidence, and protects
faltering memories occasioned by the passage of thoethese reasons, employees
encouraged to report such behavior as soon as possible, and discouraged from \
cumul ate offenses or the recurrence

GOEA does not require a fixed reporting time or deadiirtbe sooner, the better
preferred, and immediate reporting is the idedhe initial report need only convey 1
occurrencef wordsor actionsthatareoffensiveandneednotprovidedetails. Thisreport
canbeverbal(in persoror viatelephoneprin writing (letter, nemo,email,text),andneec
not utilize a specific form. Most importantly, GOEA does not require a rigid rep
protocol.

The report can be made to the empl o)
involves the supervisor or, regardless of reason, théogew prefers not to involve tt
supervisor, the report can be made to suyervisor or manager in GOEA, or diredth
the Employee Relations Designee. Supervisory personnel receiving a report of
inappropriatéoehaviorarerequiredto immediatelyinform the HumanResourcéesigne:
of the information provided.

Anonymous complaints are discouraged; however, if an anonymous compl
submittedjt shouldcontainasmuchdetailaspossiblencludingthe namesof theaccuse:
andall witnessesthelocations datesfimes,anddescriptiorof all behaviorexperienced
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X

andanypreviousreports osimilarbehaviorto managemeniVithoutthislevel of detail,
the ability to conduct a thorough investigation mayrbeeded.

INVESTIGATION OF COMPLAINTS

All reports and complaints of sexually inappropriate behavior will be directed to the |
Resource Designee who shall assess the information provided. Management persc
needto-know capacity will be jpprised of the complaint. An assessment of the prelim
information provided will be done to determine whether action should be taken to |
further occurrence of the offensive behavibar example, it mape appropriate to authori
leave or tempiarily reassign personnel.

Theinvestigationwill be givenpriority andbegin as sooaspracticable.In most instancest
will be conducted by a designated team comprised of at least one representative o
Resourceandothersidentifiedby managementT his teamapproactpermitstheinvestigator:
to evaluate the information gathered during the investigative process from d
perspectives, enhances objectivity, and ensures thoroughness.

The investigation generally will begin with anterview of the complainant who will |
required to provide details to facilitate the investigative process, such as the k
complainedf, thedate time,andlocationof theoccurrencetheidentity of withessesandany
writings, recordsJogs, recordingspictures,or otherdocumentatiorsupportinghe complaint
Individualspossessingelevantnformationwill beinterviewed Onceall availableinformatior
has been evaluated, the accused will be interviewed.

All individualscalleduponto participatein theinvestigatiorarerequiredto fully cooperatend
provide truthful responses. Employees, including the accused, do not have the o
remaining silent or declining to get involve@hose questioned mde required to prepare
written staement or provide a recorded statement. Employees are hereby inform
polygraph examinations may be employed as an investigative tool.

Theinvestigationwill be conductedexpeditiously, professionally, andth dueregardfor the
rights of allinvolved. To the extent allowed by law, the investigation will be conductec
confidential manner, with only those in a ndecknow position involved. To preserve -
integrity of the investigative process, employees will be instructed that the cotgidi al
informationprovidedduringtheinterviewareto remainconfidential. Employeesreprohibitec
from obstructing or interfering with the investigation, which includes questionir
confronting any individual participating in the investigation.

Upon completion of the investigation, the Human Resources Designee will
managemerntf theoutcomeandrecommendation®r resolution.Until afinal decisionis made
the investigative team will remain available to receive new information.

Employeesnustunderstand thatespitethe besteffortsandthoroughness dheinvestigative
process, not all complaints can be substantiated. This does not indicate, however,
complaintwascontrivedor madein badfaith. As such,employeesreencouragedo file good
faith complaints without regard for the ultimate outcome.

. COMPLAINT RESOLUTION

Uponconclusiorof theinvestigationthecomplainanandaccuseavill beapprisedf the
outcome.Ma n a g e mecisianié f;nal andconcluded O A internaladministrative
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XILI.

investigative process. Regardless of the outcome, the complainant has the ¢
pursuing a claim under state or federal law. Initiation of such a claim is not def
upon the out come n administrativepnvestigationn of D
To initiate a claim under federal or state law, employees are referred to the
EmploymentOpportunityCommissiorandthe LouisianaCommissioronHumanRights:

EEOCDistrict Office LCHR

Hale Boggs Federal Building 1001N. 234 Street Suite2

500Poydras Street, Suite 80! Post Office Box 940

NewOrleanslouisiana70130 Baton Rouge Louisianeé 7080¢
800-669-4000(Voice) 225342-6969(Voice)
504-589-2958(TDD) 888-241-0859(TDD)
504-595-2844(Fax) 225342-2063(Fax)
https://www.eeoc.gov/ http://gov/pagellchr

Given the wide range of behaviors prohibited by this policy, the resolution decide
by executive managemewill be determined by a number of factors. Most notably
nature, circumstances, frequency, and severity of the behavior, and whether the
recursafterhavingbeenpreviouslyaddressewill heavilyinfluencetheactionto betaken
Complainarg canbeassuredhatanyemployee foundafterinvestigationfo have engage
in sexual harassment or other inappropriate behavior of a sexual nature will be si
correctiveaction. This mayinclude counseling, reprimand, suspension, reductiquay,
demotion, or dismissal. In conjunction with such corrective actions, other appr
measures, including additional training, relocation, reassignment, job restructurir
may be utilized to protect against the recurrence of the inappropeiadsibr.

NON-RETALIATION AND FOLLOW -UP

XIII.

Resolutionof the complaintviaimpositionof correctiveor otheractiondoesnot conclude
thecomplaintprocess. GOEA maintainsanaffirmativedutyto protectits employeegrom
harassment, reprisal, or retaliatiorhis protection extends to any employee maki
good faith complaint of sexually inappropriate behavior, as well as those indi
providing information or participating in the investigative process. Employees (
assuredhatif acomplaintis madeandaninvestigatiorrevealghatharassmentgtaliatior
or reprisal has occurred, severe disciplinary action will be imposed.

To ensure this protection, the Human Resources Designee will fafowith the
complainanto determinevhethertherehasbeenarecurrencef thebehaviorcomplainet
of or whether the complainant has suffered any adverse consequence for havin
complaint. Such followup will occur at periodic intervals. The follewp inquiries wil
seek to identify readily identifiableepercussions such as a disciplinary action,

performance evaluation, etc., as well as subtler forms of reprisal such as os
avoidance, nofnclusion, etc.

RESPONSIBILITY

It is the responsibility of all employees, regardlessaok, status or authority, to ens
compliancewith this policy. Employeesnustrealizethatreportingthebehaviomrohibitec
by this policy is mandatory. Complaints must be truthful and made in good
Cooperative participation and candor in thegistigative process are mandatory.
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XIV. VIOLATIONS

XV.

Giventhedevastatingmpactthatsexuaharassmerandsexuallyinappropriatevorkplace
behaviothaveonworkingrelationshipsGOEAwill aggressivelyaddressiolationsof this
policy. After investigationandsatisfactiorof dueprocessequirementsgorrectiveactior
may be imposed for the following:

Failureto complywith mandatoryrainingrequirements

Failure by a supervisoror managerto timely reporta complaintof sexually
inappropriate behavior

Failureto participateor cooperaten theinvestigativeprocess

Providingfalse orwithholdinginformation during questioning

Filing a false, malicious, or frivolous complaint

Harassmenteprisal,or retaliationtowardsacomplainanbr anyonenvolvedin
the investigative process

E R = =

PERSONAL LIABILITY

XVI.

Louisianaaw requires governmerigencieso developandimplementpoliciesandrelatec
trainingto preventsexuaharassmerith theworkplace.Theprohibitionsandrequirement
within these policies apply to all public servantsmployees, appointees and ele:
officials.

Taxpayers are financially burdened by judgments and settlements arising from c!
sexual harassment.o reduce this impacta. R.S. 42:351 declares that consideratic
given to requiring that a public servant, determined to have engaged in s
inappropriate behavior, personally reimburse all or a portion of any such judgn
settlement.La. R.S. 42:353 sets frothd process and factors to be considered in m.
the determination, an authorizes the Attorney General to file suit against a public
to enforce the stateds right to reim

Notice of this potential personal liabilitys t o be di sseminat
policy prohibitingsexuaharassmentp everynewly hired public servant.This noticealsc
is to bedisseminatepn anannual basis teverypublic servant inthe executivebranch o
state government

EXCEPTIONS

Exceptionr deviationdrom theprovisionsof this policy requiretheexpressapprovalof
the Commissioner of Administration.

XVILI. QUESTIONS
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Questionscommentspr concerngegardingthis policy shouldbe addressetbo GO E A
Human ResourcedDesignee.Questions,comments,or concerns regarding this policy
should be addressed to GOEA
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GOV E RN ORKFEE OF ELDERLY AFFAIRS
POLICY PROHIBITING SEXUAL HARASSMENT

ACKNOWLEDGEMENT AND CERTIFICATION

My signaturehereoracknowledgethat:

1) | receivedacopyof G O E ARokcy ProhibitingSexuaHarassmenti

2) | readthis Policy;

3) | understanthecontentof this Policy;

4) | agreeto abideby thetermsandprovisionsof this Palicy;

5) I understandhatcompliancewith this Policyis a conditionof employmentand

6) | understandhatdisciplinaryaction,includingthepossibilityof dismissalwill beimposednthose

who violate the terms and provisions of this Policy.

EMPLOYEE SIGNATURE DATE

EMPLOYEE NAME (PRINT)

HUMAN RESOUCESCERTIFICATION

My signaturenereoracknowledgethat:

1) | personallydiscusseth detailG O E ARolkcy ProhibitingSexuaHarassmenwith theemployee
identified above;
2) | answeredhise mp | o quesgofsegardinghis Policy;
3) | confirmedthise mp | o gompmebosof theonlinetrainingonsexuaharassmergrovidedthrough
CPTP; and
4) | informedtheemployeeof the consequenced violatingthis Policy.
HR SIGNATURE DATE

HUMAN RESOURCESNAME (PRINT)
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SOLICITATION POLICY

It isthepolicy of the Office of Elderly Affairs to allow supplementabenefitssolicitationonly by companies
(vendorswhohavebeenapprovedor payrolldeductiorby the Office of StateUniform Payroll(OSUP)and
have a current payroll deduction code.

Each vendor will be allowed one (1) solicitation visit per calendar year upon invitation and autho
Any additional Visits must bBirecoouApgoiating Autbadity Upgr
reqguest -sfiareoamn ofloiman aRe soonu,r ccense MHiur ect or wi | |
Coordinatoracopyof thispolicy andobtaina signedacknowledgmenrfrom thevendorrepresentative befo
allowing access to the site.

NOTE: (VENDORACKNOWLEDGEMENTFORM IS LOCATEDIN THE FORMS
SECTION)

FIREARMS POLICY

To maintainthesafetyandsecurityof its employeesndclients,the Office of Elderly Affairs (OEA) prohibits
thepossessionf firearmsandammunitionby its employeesvhile in OEA Vehiclesand OEA leased office
spacesFurthermorethe OEA prohibitsthe possessionf firearmsby its employeesn thecourseandscope
of theiremploymentgevenif theemployeds notin anOEA vehicleor OEA leasedbffice spaceThispolicy
applies to all OEA employees regardless of fagarm permits of ankind issued byanyfederal, state, ¢
local government agency.

VIOLATIONS : Employeedoundto haveviolatedthis policyin anywaymaybesubjectto disciplinary
action, up to and including, termination and/or crimpralsecution.

PUBLIC RECORDSPOLICY

POLICY : To ensure that personnel data is propkdgdled in response to information requesisy dat:
used only for official governmental business purposes, the agency follows RiS.R45144:41 regardir
the releae of public records to the public.

FUEL CARD POLICY

TheGovernor 6s Of fi ce of aEeéldxpandagcourt fofviachemployéesBepédassighe
fuel expenseardsto beusedasatool to purchasduel or agencyehiclemaintenancevhile in travelstatudor official
agencytravel. Thefuel cardsaremanagedy the GOEA FleetManagetin the ComplianceandPlanningsection.The
traveler should maintain the card in a safe and secure locati@h is separate frothe assigned pin.

All transactions and monthly billirgycle supportinglocumentation must be audited 8O E A AcgountsPayable
office prior to the billing statement. The documentation logs must correspond witbdriates and travel reque
Original receipts must be rétad along with detailed documentation fea&ch expense.

If thefuel cardis lostor stolen,it is theresponsibilityof theemployeessignedo the cardto notify the FleetManage
immediately(if foundlost/stolenduringnormalbusinesioursfor deactivationlf the cardis lost outsideof busines
hours, the employee is responsible for callirg0D-957-6591 to deactivate the account. In that case, the
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employee should notifthe FleetManager othe deactivation othe next scheduled business day. If it is detern
that personal or other unauthorized charges are occurring on the fuel card, appropriate steps, up to an
dismissal, shall baakento resolve themisuse/abusef theaccountlf/whenthe staff membeis nolongeremployec
with GOEA or is no longein the capacity of traveling, the fuel card must be returned to the fleet manager.
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REWARDS AND RECONIGTION POLICY
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